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ABSTRACT 

This curriculum course guide lists requirements for 
the various courses that could be offered in an office occupations 
program in the postsecondary vocational-technical schools of 
Louisiana. Descriptions are provided for these curricula: account 
clerk, administrative/office assistant, secretary/stenographer 
(including three specialized areas: legal secretary, medical 
secretary, and technical secretary), typist-clerk, and information 
processor operator. Each description contains this information: 
approximate hours and months needed to complete the curriculum, 
overview of curriculum content, objectives, possible job 
opportunities, and subjects required. The course descriptions that 
follow provide these types of information: course title, course 
description, prerequisites, objective, and content outline. These 
courses are included: accounting I, II, III; business correspondence; 
business English; business law; business machines; business 
mathematics I, II; civil service training; clerical payroll; cost 
accounting; governmental accounting; income tax processing; 
information processing; introduction to business; machine 
translation; office procedures; payroll accounting; personal 
development; records management/filing; shorthand I, II, III; 
typewriting I, II, III; and vocabulary. Lists of suggested texts for 
each of these courses are attached. (YLB) 
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FOREVfORD 



This project was initiated in a continuing effort to provide a current' 
and relevant curriculum guide in the Office .Occupations Departments in the 
Louisiana Vocational-Technical Schools. It represents the concerted ef- 
foits of a statewide committee to revise and update the requirements of the 
office occupations course offerings. 

We believe that this revised curriculum guide will make a major con- 
tribution to the improvement of instruction in the office occupations pro- 
grams in the postsecondary vocational-technical schools of Louisiana. This 
is another step toward achieving the goals of this administration. 
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STATEMENT OF PURPOSE 



This study is a continuing effort to provide curriculum guides that 
will enable one vocational-technical school to offer the basic office occu- 
pations courses and at the same time allow another school to expand its 
courqps, thus meeting the occupational needs of all areas.* One school may 
offer only the Account Clerk and the Typist Clerk courses while another 
school may offer additional courses. However, all courses offered must 
follow the requirements listed in this guide. Each school must plan and 
implement its own office occupations program that will best meet the needs 
of students and community served. It is not intended that all schools of- 
fer all courses— only those that the staff of the individual schools can 
implement . 

M0NT1HS. One month is considered to be an average of 112.5 hours. There- 
fore, the following chart has been developed: 

12 months = 1350 hours 

13 months = 1^63 hour^i 

14 months = 1575 hours 

15 months = 1688 hours 

16 months r 1800 hours 

17 months = 1913 hours 

18 months = 2025 hours 

SUBJECT DESCRIPTIONS , Individual subject descriptions are divided into 
study levels to indicate areas of training and do not indicate degrees of 
difficulty. Where training materials do not correspond exactly with 
subject descriptions, schools will present study areas that will meet 
minimal requirements. Unless indicated, a student must complete all leveln 
to receive credit for that subject. Example: Accounting I, Levels I and 
II are to be completed to receive credit in Accounting I. 

*A program is Office Occupations. Course offerings are: Account Clerk, 
Typist Clerk, etc. Subjects are: Typewriting, Accounting, etc. 

vi 
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ACCOUNT CLERK (Diploma) 



(Approximate Hours 1575 - Months 14) 
1983 NCES* 07.0102 

The Account Clerk curriculum is designed to prepare the student for general 
office work emphasizing accounting and the operation of machines which arn 
encountered in the business world. 

Students following the Account Clerk curriculum are trained for jobs such 
as the following: bookkeeper^ clerk, account clerk, payroll clerk, posting 
clerk, general ledger bookkeeper, bookkeeping machine operator, adding ma- 
chine operator, accounts receivable clerk, accounts payable clerk., inven- 
tory clerk, bank teller, and audio clerk. 

(Unless specified, all subject levels are required.) 

Subjects Required 

Accounting I 

Accounting II 

Accounting III 

Business Correspondence 

Business English 

Business Machines 

Business Mathematics I 

Business Mathematics II 

Information Processing (Data), Level IV 
'^^Information Processing (Data), Levels V & VI 

Office Procedures, Level I 

Payroll Accounting 

Personal Development 

Records Management/Filing, Levels I-V 

Typewriting I 

Typewriting II 
. Vocabulary, Level I 



'^NCES — National Center for Educational Statistics 
^'^Pendinq availability of equipment. 
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ADMINISTRATIVE/OFFICE ASSISTANT (Diploma) • 
(Approxiiiate Hours 1800 - Months 16) 
1983 NCES 07.0401 

The Administrative/Of fice . Assistant curriculum is designed to give the 
student a well-rounded business background. 

Following are possible job opportunities available upon completion of the 
Administrative/Office Assistant curriculum: account clerk, bookkeeper, 
clerk, payroll clerk, posting clerk, transcribing machine operator, typist 
clerk, adding machine operator, general clerk, file clerk, receptionist, 
terminal operator, etc. 

(Unless specifie'd, all subject levels are required.) 

Subjects Required 

Accounting I 

Accounting II 

Accounting III 

Business Correspondence 

Business English 

Business Machines 

Business Mathematics I 

Business l^athematics II 

Info;p|fiation Processing (Data/Word) 

Irifcroduction to Business 

Machine Transcription, Levels I and II 

Office Procedures, Level I 

Payroll Accounting 

Personal Development 

Records Management/Filing, Levels I-V 

Typewriting I 

Typewriting II 

Vocabulary, Levels I and II 
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SECRETARY/STENOGRAPHER (Diploma) 



(Approximate Hours 1688 - Months 15) 
1983 NCES 07.0606 or 07.0607 

The Secretary/Stenoqrapher curriculum 'is designed for those students who 
are interested in obtaining positions as secretaries to professionnl em- 
plovers such p,s business executives, lawyers, doctors, and/or inrjus! rinl 
tr?ide;3people. The courso outline offers the students extensive Lraininq in 
secretarial skills. 

The Secretary-Stenographer curriculum requires the development of skills in 
shorthand, typewriting, and other phases of general office work. 

Possible job opportunities include the following: secretary, stenographer, 
word processing operator, payroll clerk, transcribing machine operator, 
tv[ast clerk, adding machine operator, general clerk, terminal operator, 
file clerk, receptionist, legal secretary, .medical secretary, technical 
socretary, administrative secretary, switchboard operator, shorthand re- 
porter, telegraphic-typewriter operator, appointment clerk, bank teller, 
assistant , bookkeeper , etc. 

In addition to the Secretary/Stenographar curriculum there are three spe- 
cialized areas available: Legal Secretary, Medical Secretary, and lechni- 
cal Secretary. 

'Unless specified, all subject levels are required.) 

Subjects Required 

Accounting I 
Business Correspondence 
Business Lnqlish 
Business Machines 
Business Mathematics I 
Business Mathematics II 
Clerical Payroll 

Information Processing (Word), Levels I and II 

Machine Transcription, Level I 

Office Procedures, Levels I and II 

Personal Development 

Records Management/Filing, Levels I-V 

Typewriting I 

Typewriting II 

Typewriting III 

Shorthcind I 

Sliorthand II 

Vocabulary, Level I 



LEGAL SECRETARY (Diploma) 



(Approximate Hours 338 - htonths 3) 
1983 NCES 07,0604 

Requirements for Legal Secretary: Secretary/Stenoqrapher curriculum plus 
the following: 

Subjects Required 

Business Law 

Machine Transcription, Level II 
Office Procedures, Level III 
Typewriting IV, Level VTT 
Shorthand III, Level V 
Vocabulary, Level II 



MEDICAL SECRETARY (Diploina) 

(Approximate , Hours 338 - Months 3) 
1983 NCES 07,0605 

Requirements for Medical Secretary: Secretary/Stenographer curriculum plus 
the following: 

Subjects Required 

Machine Transcription, Level III 
Office Procedures, Level IV 
Records Management/Filing, Level VI 
Typewriting IV, Level VIII 
Shorthand III, Level VI 
Vocabulary, Level lit 



TECHNICAL SECRETARY (Diploma) 

(Approximate Hours 225 - Months *2) 
1985 NCES 07.0699 

Roqiiirements for Technical Secretary: Secretary/Stenoqrapher curriculum 
plus the following: 

Subjects Required 

Machine Transcription, Level IV 
Typewriting IV, Level IX 
Shorthand III, Level VII 
Vocabulary, Level IV 
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TYPIST^LERK (Diploma) 



(Approximate Hours 1350 - Months 12) 
1983 NCES 07.0702 

The Typist-Clerk curriculum is designed to prepare the student for general 
clerical work requiring the use of, the typewriter. The student receives 
training in communicating with people personally, by telephone and through 
correspondence. Keeping simple records (receipts of incoming remittances, 
issuance of checks, handling petty cash and making appointments) ir> an im- 
portant part of the typist-clerk's training. In addition, the student may 
receive training in the use of a transcribing machine, an electronic type- 
writer, or a word processor. 

The possible job opportunities that might be available for a typist-clerk 
trainee include: typist, receptionist, appointment clerk, admitting clerk, 
general clerk, assistant bookkeeper, transcribing machine operator, termi- 
nal operator, switchboard operator, etc. 

(Unless specified, all subject levels are required.) 

Subjects Required 

Accounting I 
Business Correspondence 
Business English 
Business Machines 
Business Mathematics I 
Clerical Payroll 

Information Processing (Word), Levels I and II 

Machine Transcription, Level I 

Office Procedures, Level I 

Personal Development 

Records Management/Filing, Levels I-V 

Typewriting I 

Typewriting II 

Typewriting III 

Vocabulary, Level I 
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INFORMATION PROCESSOR OPERATOR (Diploma) 



(Approximate Hours 1575 - Months 14) 
1983 NCES 07.0608 

The Information Processor Operator curriculum is designed to prepare a stu- 
dent to edit and produce written communications using special-purpose ma- 
chines to correct, format, and p'^int information. 

Possible job opportunities that may be available for an Information Proces- 
sor Operator trainee include: data entry operator, typist, receptionist, 
appointment clerk, admitting clerk, general clerk, transcribing machine op- 
erator, switchboard operator, word processing operator, etc. 

(Unless specified, all subject levels are required.) 

Subjects Required 

Accounting I 
Business Correspondence 
Business English 
Business Machines 
Business Mathematics I 
Clerical Payroll 

Information Processing (Word), Level I 
^Information Processing (Word), Level II 
^Information Processing (Word), Level III 

Information Processing (Data), Level" IV 
^Information Processing (Data), Levels V & VI 

Machine Transcription, Level I 

Office Procedures, Level I 

Personal Development 

Records Management/Filing, Levels I-V 

Typewritint) I 

Typewriting II 

Typewriting III 

Vocabulary, Level I 

*These subjects MUST use training on one or more: electronic typewriter, 
memory t-ypewriter , mag card, minicomputer , microcomputer, and/or word 
processor . 



Pending availability of equipment 



ACCOUNTING I 
Level's I and II 

1. COURSE DESCRIPTION 

Basic accounting theory is applied to a single proprietorship enter- 
prise operating on a cash basis and a single proprietorship enter- 
prise operating on an accrual basis. 

II. PREREQUISITES: None 

III.> OBJECTIVE 

The student should be able to apply basic accounting theory and pro- 
cedures of accounting for a personal service enterprise, cash basis, 
single proprietorship; and for a retail business, accrual basis, 
single proprietorship. 

IV. CONTENT 

LEVEL I~-CASH BASIS ACCOUNTING 

A. The nature of business accounting, the accounting procf^ss and 
the double-entry framework 

B. Accounting procedures including journalizing, posting, and the 
financial statements 

C. Recording of cash- receipts and disbursements, petty cash 
records, and banking procedures 

D. . Computations for payroll, including regular and overtime 

earnings, deductions, and payroll taxes imposed on employers 

E. Accounting for a personal service enterprise, cash basis, single 
proprietorship, complete cycle including work at close of fiscal 
period (instructor may require the student to complete a prac- 
tice set using the accounting theory and procedures presented) 

LEVEL II— ACCRUAL BASIS ACCOUNTING 

F. Accounting procedures for purchases of merchandise 

G. Accounting procedures for sales of merchandise 

H. Accounting principles and procedures for accrual accountinij a?? 
applied to a small retail business, single proprietorship 

I. The periodic summary, end-of-period work sheet and finfjnoial 
statements, adjusting entries and closing procedures 

J. Student will now complete a practice set using the pr inciplen 
and procedures presented 
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ACCOUNTING II 



Levels III, IV, V, and VI 

I. COURSE DESCRIPTION 

• Accrual accounting is applied to a wholesale business including rec- 
ords to be maintained,: books of original entry, books of final en- 
try, and auxiliary records. 

II. PREREQUISITES: Accounting I 

III. OBJECTIVE.- 

I 

The student should be able to apply the accounting theory and proce- 
dures of accrual accounting to a wholesale business, including prep- 
aration of the annual report and interim financial statements. 

IV. CONTENT 

LEVEL III— NOTES AND INVENIORY 

A. Accounting for notes and interest 

8. Accounting for inventory and prfepaid expenses; . the methods of 
assigning cost to inventory 

LEVEL IV—PROPERTY, PLANT, AND EQUIPMENT 

C. Accounting, for property, plant, and equipment; methods of calcu- 
lating and recording depreciation and depletion 

LEVEL V~INTERNAL ACCOUNTING CONTROL, FINANCIAL ACCOUNTING CONCEPTS 
AND PRACTICES, OWNER'S EQUITY 

D. Internal accounting control, concepts and application in the 
revenue and expenditure cycles 

E. Basic concepts in financial accounting and accepted accounting 
practices 

F. Accounting for owner's equity in the single proprietorship, the 
partnership, and the corporation 

LEVEL VI— PROCEDURES FOR A WHOLESALE-RETAIL PARTNERSHIP 

G. Accrual accounting applied to a medium-scale wholesale-retail 
business operating as a partnership 

H. Accounting procedure at year end including summary and supple- 
mentary year-end work sheets, adjusting, closing, and reversmq 
entries 

I. Preparation of the annual report including the income statement, 
balance sheet, and statement of changes in financial position 

J, Production of interim financial statements 

K. Completion of practice set; students will perform account inq 
duties for a partnership wholesale and retail bakery business ■ 
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ACCOUNTING III 



Levels VII, VIII, and IX 

COURSE DESCRIPTIOM 

Accounting theory and procedures are ap'^lied to a corporate organi- 
zation, to the special characterir>tics of the corporation, and to 
the special records necessary for the corporate form of organiza- 
tion. \ 

PREREQUISITES: Accounting I, IK 

OBJECTIVE: 

The student should apply the theory and procedures of accounting to 
a manufacturing business with a corporate form of organization- 

CONTENT 

LEVEL VII--CORPORATE ACCOUNTING 

A. ' The corporate organization and management, corparate records 

B. Accounting for capital stock 

C. Accounting for corporate earnings, retained, and distributed 

D. Accounting for corporate bonds 

E. Accounting for investments and intangible long-term assets 
LEVEL VIII— BRANCH AND CONSOLIDATED OPERATIONS 

F . Accounting for branch operations 

G. Accounting for consolidated operations 

LEVEL 'IX—COST ACCOUNTING 

H. Accounting for a job--order manufacturing business 

I. Year-end accounting and reporting procedure, the annunl report; 
process cost accounting 

3. Analysis of financial statements 

K; Accounting for changing prices, constant dollar, arui, current 
cost accounting . 

L. Completion of a practice set for an incorporatorH mannfactur if>q 
business involving job order cost accounting 
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BUSINESS CORRESPONDENCE 
Levels I, II, III, IV, and V 



I. COURSE DESCRIPTION 

Business Correspondence is a comprehensive .study of the basic funda- 
mentals of.busines letter writing. Thi^ course covers both the 
jnechanics of letter writing ' and the psychological principles in- 
volved in effective business communication. A detailed study of 
letterhead paper, letterhead designs, business letter styles, data 
sheet, and application letter is presented. 

II., PREREQUISITES: Business English, Typewriting I, Vocabulary 
III. OBJECTIVES 

A. To study the psychology of business communication 

B. To develop a writino sty^le fitted to the purpose of tlie message 
and. adapted to the leader 

C. To think in terms of a functional rather than a literary ap- 
proach in the use of business messages 

D. Tc. learn to think creatively, critically, and clearly 

E. To emphasize the necessity of using reference materials 

F. To comprehend the power of the written word 

IV. CONTENT 

LEVEL I~PREPARATION FOR WRITING 

A. Psychology 

B. Planning 

C. Format 

LEVEL II— BUSINESS LETTERS 

A. Typical parts 

B. Letter styles 

C. V/riting purposes 

1 . Sales promotion 

2* Giving, requesting, or refusing information 

3. Requesting/granting credit 

4. • Collection 

5. Social-business 

LlVEL III— other WRITTEN COMMUNICATION 

A. Memorandums 

B. Reports (formal and informaP^ 

C. News releases 

D. Minutes of mr-etinqs 
E". Telegrams 
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LEVEL IV— EMPLOYMENT EMPHASIS 

A* Data sheet 

B. Application letter 

C. Interview hints 

LEVEL V— aOB RELATED LETTERS 

A. Reference 

B. Interview follow-up 

C. Accepting or declining a posit 
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BUSINESS ENGLISH 



LEVELS I, II, III, and IV 

I. rnURSE OLSCRIf^TION 

^uainpss English is a detailed study of principles of grammar par- 
tinhlnrU ns they apply to the business world* This cour^je cov(m*s 
the structure of the language and the mechanics involved. 

!!• PKCREQUISITES: Demonstration of Basic English Skills 

IIK OBJECTIVES 

A* To be able to speak and to write with clarity, confidence, and 
knowledge 

B. To identify the parts of speech 

C. To make correct pronoun choices 

D* To learn principles of predicate agreement 

i. To demonstrate proficiency in the use. of all marks of punctua- 
tion 

To recognize . the importance of using dictionaries, thesaurusns, 
and references books 

IV. CONTENT 

LEVEL I— PARTS OF SPEECH 

A • Noun 

0. Pronoun 

C* Verb 

D. Adjective 

F. Adverb 

r. Preposition 

G. Conjunction 
II. Interjections 

LEVEL lU-PRINCfPLES OF PREDICATE AGREEMENT 

A. With simple subjects 

B. With compound subjects 

LEVEL II I --MECHANICS 

A* Period, exclamation point, and question mark 

B. Semicolon, colon, and dash 

C. Comma 

D. Quotation marks, parentheses, and apostrophes 

E. Capitalization 

F . Abbreviations 

G. Numbers 
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LEVEL IV— STRUCTURING SENTENCES 

A. Using reference books 

B. Recognizing types of sentences according to their 

C. Positioning words, phrases, and clauses correctly 

D. Applying precision and variety in word usage 

t. Applying parallel structure in writing or speaking 
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BUSINESS LAW 
Levels I, II, and III 



I. COURSE DF SCRIPT ION 



Busines?^ Law is nn introductory course in law which will give the 
student an understanding of the essential laws that affect his/her 
social life. It is hoped that the student will develop an attitude 
of caution and deliberation to the extent that he/she will undertake 
business ventures thoughtfully and with a knowledge of his/her legal 
rights and responsibilities to others. 

11. PRFRCQUISITFS: None 

IIK OBJECTIVES 

A. To define the rights and obligations of all citi?ens in ttieir 
civic and business affairs so that they will know when Lo con- 
sult a lawyer. 

B. To gain a basis for analysis of legal problems commonly found in 
business and everyday life. 

r. To gain an understanding of the fundamentals of law thai will 
eaable adoption of business procedures and practices that will 
be invulnerable to attack and that will be free of mar^y of Lho 
mistakes made by those who do not have such an understanding. 

D. To become familiar enougfi with the terminology of law to work as 
a legal secretary. 

IV. rOMTENT 

LEVEL U-LAW AND ITS ENFORCEMENT 

A. Law in a Democratic Society 

B. Government Regulations and Consumer Protection 
LEVEL IN-PRINCIPLES OF BUSINESS LAW 

C. Contracts 

D. Sales 

E. Bailments 

F . Commercial paper 

G. Insurance 

H. ProDerty and wills 

LEVEL III— APPLICATION OF BUSINESS LAW 

I. Agency arid employment 
J. Business organisation 
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BUSINESS MACHINES 



Levels I-VII 

I. COURSE DESCRIPTION 

This course is designed to familiarize the student with the use and 
operation of machines such as adding, listing, electronic and me- 
chanical printing calculators and other common office machines, 

II. PREREQUISITES: None 

III. OBJECTIVES 

A. To learn the different operational parts of the machines 

B. To acq^jLre an occupational ability in touch operation ol the ma- 
chines 

C. To complete mathematical functions for each job with speed, ac- 
curacy, and proficiency 

0. To improve basic arithmetical abijity 

E. To understand the value and importance of these machines in 
business 

r. To add from columnar figures a minimum of 125 correc-k digits per 
minute for five continuous minutes 

" IV. CONTENT 

LEVEL I~AOOITION AND SUBTRACTION 

A. Touch addition and subtraction 



1. 


"Home" keys 


2. 


Clear key 


3. 


Zero key 


ii. 


Touch addition: 4 to 9 keys 


5. 


Touch addition: 0 to 3 keys 


6. 


Non-add key or number key 


7. 


Varied number of digits 


8. 


Skill drill 


9. 


Subtraction 


10. 


Correction of errors 


11. 


Repeated digits 


12. 


Repeat addition 


13. 


Repeat subtraction 


U. 


Decimal point selector 


15. 


Su'ototal key 


16. 


Ho-mory keys (if applicable) 



LEVEL K—MULTIPLICATION, DECIMALS, AND FRACTIONS 

B. Multiplication 

1 . Multiplication 

2. Decimals in multiplication 

er|c ^'^ 
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3. Fractions in multiplication 

A. Skill drill 

5. Converting to^ decimals 

6. Individual sums and grand totals 

7. Production drill 

LEVEL III--DECIMALS 

C. Decimals, discounts, and multifactor multiplication 

1. Skill drill 

2. Fixed decimal point 
3» Discounts 

4* Net amounts 
5. Invoices 

6* Multifactor multiplication 

7. Inventory 

8. Negative multiplication 
LEVEL IV— DIVISION 

D. Division, constant multiplication, and addition with multipli 
tion 

1. Division 

2. Decimals in division 

3. Dividend smaller than a divisor 

4. Skill drill 

5. Constant multiplication 

• 6. Addition with multiplication 

7. Horizontal addition and cross checking 

8. Production drill 

LEVEL V--PERCENTAGE 

E. Percentage, markup and markdown, prorating and constant divis 

1. Skill drill 

2. Credit balances 

3. Percentage of increase or decrease 

4. Markup and markdown 

5. Prorating 

6. Constant divisors 

/ 7. Prorating percentages 

LEVEL VI—INTEREST 

F. Interest, notes, and discounts 

1. Interest 

2. Notes 

3. Skill drill 

4. Cash discounts 

5. Invoices 

6. Chain discounts 

7. Production drill 
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LEVEL VII— OPTIONAL 

A. Standard 10 key machine 

1* Multiplication by repeat addition 

1. Pivision by the reciprocal method 

B. Visually operated full-keyboard machines 

Addition — ascending reaches, descending reaches, lonq 
reaches and zeros 

2. Four-digit addition with subtotals 

3. Wide column addition with subtotals 

4. Credit balances and zeros in multipliers 
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BUSINESS MATHEMATICS I 



Levels I-VI 

I.- COURSE DFSCRIPTION 

Business Mathematics 1 provides explanations, illustrations, and 
problems requiring the njse of the fundamentals of math calcula- 
tions — adding, subtracting, multiplying and dividing. Emphasis 
should be placed upon learning mathematical concepts through practi- 
cal applications in business situations. Explanations of business 
procedures, terminology, and original documents aid in promoting un- 
derstanding and reasoning. 

II. PREREQUISITES: Demonstration of basic math skills 

III. OBJECTIVES 

A. To improve basic arithmetic ability through rpathematical compu- 
tations in addition, subtraction, multiplication, and division 

B. To demonstrate the ability to perform mathematical computations 
in fractions, decimals, percentages, -discounts, payroll, taxes, 
and finance charges 

C. To understand the value and importance of the application of 
mathematical concepts to business activities and forins 

D. To interpret, analyEe, and solve word problems related to busi- 
ness situations 

IV. CONTENT 

LEVEL I—MATHEMATICS IN BUSINESS 

A. Numbers as a language 

B. Fundamental processes 

C. - Bank records 
0. Sales records 

LEVEL' II— DECIMALS AND FRACTIONS 

A. Fractions — addition and subtraction 

B. Fractions— multiplication and division 

C. Decimals--addition and subtraction 

D. Decimals — multiplication and division 

LEVEL III— PERCENTAGE IN BUSINESS 

A. Percentage 

B. Cash and trade discounts 

C . Commissi on 

D. Markup 

IB 
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LEVEL IV— PAYROLL AND TAXES 



A. Payroll records 

B. Payroll deductions 

C. Sales, customs, and property tax'ss 

D. Federal income tax 

LEVEL V~FINANCE CHARGES 

A. Simple interest 

B. ' Promissory notes and interest variables 

C. Discounting commercial paper 

D. Charges for credit 

LEVEL VI— SPECIAL AREAS 

A. ' The metric system of measurement 

B. Math in employment tests 
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BUSINESS MATHEMATICS II 



Levels VII-IX 

I. COURSE DESCRIPTION 

Business Mathematics II takes the fundamental math background ac- 
quired in Business MathematLcs I and uses it to solve problorns re- 
lated to business situations and financial management of the home 
and family. 

II. PREREQUISITES: Business Mathematics I 
III. OBJECTIVES 

A. To demonstrate the ability to perform mathematical com[jutations 
in inventory, depreciation, insurance, business finance, statis- 
tics and annuities 

B. To understand the valuo and importance of the application of 
mathematical concepts to business activities and forms 

C. To interpret, analyze, and solve word problems related to busi- 
ness situations 

IV. CONTENT 

LEVEL VII— INVENTORY, DEPRECIATION, AND INSURANCE 

A. Inventories and turnover 

B. Depreciation 

C. Insurance 

LEVEL VIII—BUSINESS FINANCF 

A. Corporate stocks 

B. Corporate and government bonds 

C. Financial statement analysis 

D. Financial ratios 

LEVEL IX~STATISTICS AND ANNUITIES . 

A. Business statistics 

B. Compound interest and present value 

C. Annuities 
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CIVIL SCRVICE TRAINING 
Levels I and II 

I. COURSE DESCRIPTION 

Civil Service Training provides preemployment review qf information 
and skills basic to most clerical positions in both government and 
industry. 

II. PREREQUISITES: Bus in ess English ^ Vocabulary y Business Mathemat ics • 

Records Management, Typing II 

II. OBJECTIVES 

A. To review subject matter from previous courses 

B. To review basic employment skills 

C. To provide review of knowledges and skills just before seeking 
employment 

D. To pinpoint areas of v/e.-iknesses 

E. "To give self confidence in final step to employment 

F. To become familiar with employment tests 

IV. CONTENT 

LEVEL I—BASIC 

A. Review of grammar, punctuation, capitalization, vocabulary, and 
spelling 

8. "^Basic mathematical procedures 

C. Basic office skills — typing, shorthand, filing, composing busi- 
ness letters, following instructions, and proofreading 

LEVEL II— ADVANCED 

D. Office technology and procedures — basic knowledge relative to 
data processing, word processing, and telecommunications 

n. Aptitude tests 

F. Information on job seeking and^ employment practices in business 
and government 

G. Special application procedures for employment with the Federal 
government 
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CLERICAL PAYROLL 



Levels I-III ' 

I. COURSE DESCRIPTION 

Clerical Payroll is designed to take the student from the beginning 
of the payroll cycle with time cards to the ending journal entry. 
Methods of recording information from the time card to the payroll 
register, then to the employee's earnings record are emphasized. 
The methods for completing the forms required by Federal and State 
authorities are emphasized throughout the .course. 

11, PREREQUISITES: Accounting I, Business Machines 

III. OBJECTIVES 

A. To become familiar with the laws and regulations affecting a 
payroll 

B. To obtain a basic understanding of salary and wage payments 

C. To become familiar with basic payroll records and required data 

D. To demonstrate the ability to prepare the payroll 

E. To interpret, analyze, and complete Federal payroll. returns and 
payments 

F. To become* familiar with various payroll systems 

G. To demonstrate the ability to record the accountinq journal en- 
tries for the payroll 

IV. CONTENT 

LEVEL I— BASIC INFORMATION 

A. Introduction 

1. Social Security number 

2. Form 5S-5 

3. Form W-4 

4. Forms- 

B. Laws and regulations affecting a payroll 

1. The Social Security Act 

2. The Fair Labor Standards Act 

3. Income tax^withholding 

4. The Walsh-Healey Public Contracts Act 

5. Workmen's Compensation laws 

6. Fair employment practices 

C. Bases for salary and .wage payments 

1. Salaries and wages rate 

2. Piece rate 

3. Commission 

4. Bonus 

5. Employee profit-sharing plans 

6. Overtime 
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0. Basic payroll records and required data 

1 . Time cards 

2. Other time records 

3. Production records 

4. Personnel record 

5. Payroll register 

6. Employee's ^earnings' record 

LEVEL 1 1 —PREPARING THE PAYROLL 

E. Preparing the payroll forms' 

1. Basic payroll information 

2. Recording the time worked 

3. Time and method for paying salaries and wages 

F. Preparing the payroll 

1 . Determine the earnings " , - 

2. List the earnings in the payroll register 

3. Figure the deductions 

4. Total the deductions and find the net pay 

5. Total and balance the payroll register 

6. Pay the payroll 

7. Post from the payroll register to each employee's earnings 
record 

8. Record the transaction in the journal 
LEVEL HI—GOVERNMENT FORMS 

G. Federal payroll returns and payments 

1. Reporting the payment of income and FICA tax withholdings 

a. Form 941 — Employer's Quarterly Federal Tax Return 

b. Form 501 — Federal Tax Deposit 

2v Reporting to the employee — Form Wage and Tax Statement 

3. The reporting and the payment of the Federal unemployment 
tax ' • , ^ 

a. Form 940 — Employer's Annual Federal Unemployment Tax Re- 
turn 

b. Form 508--Federai Tax Deposit 
Payroll systems 

1 . Standard forms 

2. Handwritten payroll systems 

3. Automated payroll systems 

4. Electronic computers; 
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COST ACCOUNTING 



I. COURSE DESCRIPTION 

Cost Accounting is an extension of general accounting procedures 
which have as a goal the gathering of information to be used in the 
preparation of the financial statements. Because there are so many 
facets to the manufacturing process, the principles of cost ac- 
counting .have been developed to enable the manufacturer to process 
the many different costs associated with manufacturing and to pro- 
vide built-in internal control features ♦ Cost accounting procedures 
provide the means to gather the data needed* to determine the unit 
costs and to prepare reports, schedules, and statements necessary to 
management. 

II. PREREQUISITES: Accounting I and II 

III. OBJECTIVEb 

A. To determine as accurately as possible the cost of manufacturing 
a product 

B. To assist management in making projections so that efficient 
scheduling can be made possible for. acquisition of materials, 
labor, facilities, and other necessities . 

C. To assist management in forecasting profits 

D. To help analyze data for the purpose of planning and control 

IV. CONTENT 

A. Introduction to cost accounting 

1. Uses of cost accounting data 

2. Elements of cost 

3. Cost accounting systems 
6. Perpetual inventories 

5. Standard cost system 

B. Accounting for materials 

1. Need for materials control 

2. Materials control procedures 

3. Accounting for materials 

C. Accounting for labor 

1. Labor cost control procedures 

2. Wage plans 

3. Accounting for labor cost 
0. Accounting for factory overhead 

1. Recording factory overhead 

2. Classifying factory overhead 

3. Distributing service department costs 

6. Applying factory overhead 

5. Predetermining application rates 

E. 3ob order cost accounting — application of principles 

F. Process cost accounting — general procedures 

1. The process cost accounting system 

2. Work in process inventories 
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G* Process cost accounting — special problems 

H. Standard cost accounting — materials, and labor — standard cost 
procedures 

I. Standard cost accounting — factory overhead 

1. Two-variance method of analysis 

2. Factory overhead budgeted 

3. Three-variance method of analysis 
J. Managerial cost applications 

1. Cost'behavior analysis 

2. Cost-volume-profit analysis 

3. By-products and joint products 

4. Distribution cost 



o 25 3; 

ERIC 



hmimiirnrrriama 



G0VER^#1ENTAL ACCOUNTING 

I. coursf: oEscRipriON 

This course ^.s designed to assist the student in understanding 
purposes of funds, the life cycle of funds, budgetary accounting, 
budget processes ;ind procedures, adaptations of the accounting 
equation, and forms design. 

II. PREREQUISITES: Accounting I, II, and HI 
III. OBJECTIVES 



The 


s.tudent should be able to deal with account ing and report mg 


principles, standards, and procedures applicable to the following: 


A. 


State and local governments, inc^luding counties, cities, town- 




ships, and villages 


8. 


The Federal government 


C. 


Other nonprofit institutions such as universities and hospitals 


CONTENT 


A. 


Governmental and institutional accounting — its environment ar^d 




characteristics 


B. 


State and local government — organization and accounting princi- 




ples 


C. 


Accounting and *,he budget process 


D. 


General and special revenue funds--the accounting cycle 


E. 


General and special revenue funds--balance sheets and fund bal- 




ance statements 


F. 


Revenue accounting 


G. 


Expenditure accounting 


H. 


Capital projects funds 


1. 


Special assessment funds 


J. 


Debt service funds 


K. 


General fixed assets, general long- term debt, introduction to 




interfund transactions arid relationships 


L. 


Trust and agency funds 


M. 


Intragovernmental service funds 


N. 


Enterprise funds, summary of interfund accounting 


0. 


Cost accounting, finding, and analysis 


P. 


Cash — receipts, collections, disbursements 


Q. 


Reporting 


R. 


Auditing 


S. 


Federal government accounting 


T. 


Accounting for hospitals 


U. 


Accounting for colleges and universities 
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INCOME TAX PROCEDURLS 



Levels I and II 

I. COURSE DESCRIPTION 

Income Tax Procedures offers a nontechnical presentation of the in- 
formation needed in preparing tax returns for individuals, partner- 
ships, and corporations. The student studies current rules and 
practical applications to the rules. 

II. PREREQUISITES: None 

III. OBJECTIVE 

The student should be able to prepare the income tax forms as re- 
quired by the Internal Revenue Service. 

IV. CONTENT 

LEVEL I— STRUCTURE 

A. Tax regulations set forth by the Internal Revenue Service for 
individuals and businesses 

LEVEL II— PROCEDURES 

B. ^'^eparation of Internal Revenue Service forms 
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INFORMATION PROCESSING (OATA/HORD) 



Levels I-VI 

I. COURSF: OrsCRIPTION 

Inforir^ition processing is designed to familiarize the student with 
aM phases of the data processing and word processing concept. The 
student is also provided with an understanding of why . word pro- 
cess inq came about, how paperwork flows throughout the word pro- 
cessing cycle, and what basic parts form the word processing sys- 
tem* Input/output methods, word/data processing appl iral ions, 
procedures in efficiency, and career opportunities are highlighted. 
The student is also provided with an understanding . of the 
fundamental concept of manual, unit record, and electronic automated 
data processing. Rmphasis is also placed on the application of data 
processing concept^s to business and industry. Basic concepts of all 
types and methods of data/word processing are discussed, and actual 
equipment is not reguired in Levels I and IV. Hands-on applications 
are required for Levels II and III, V, and VI (Levels V and VI 
pending availability of equipment). 

II. PREREQUISITES: Typewriting 1 and II 

(II. OBJECTIVES 

LEVEL I (Word) 

A. Understand basic word processing concepts, terminology and 
changes that are occurring in the traditional secretarial posi- 
tions 

B. Understand the advantages word processing offers to companies 
various sizes 

r. Develop oral and written communications skills 
I). Realize good work habits and attributes 

E. Acquire an understanding of career opportunihips m word pro- 
cessing 

LEVEL II 'V/ord)--Hands-on applications required. 

A. Successfully complete training manual(s) 

B. Understand functions and capabilities of equipmf^nt 

L\ Have fundamental und»^rstandinq of formatting and editing 
0. Develop a pattern of logical thinking by following detailed in- 
structions, anilyeinq problems, nnrj planning step !>. stop stilu- 
t ions 

LEVEL in (Word>--fiands-on ,-ippl icat ions required. 

A. Competently perform practical applications from rnnf)^i-drnf I rn?i- 
terials 
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LEVEL III (continued) 

B. Apply basic and acivanred text-editing functions to rough-draft 
materials 

C. Re able to set up any tyne of document with minimal instruc- 
tions 

0. Be able to transcribe from a machine transcriber on special- 
purpose equipment 

LEVEL IV (0;ta) 

A. Have a fundamental understanding of data processing as applied 
to computers 

B. Understand the impact of the computer on their everyday lives 

C. Have a basic knowledge of the history of data procossing 

D. Be able to convert decimal numbers to binary, octal, and hexa- 
decimal numbers and vice versa 

E. Know the characteristics of various input/output medin 

F. Be introduced to variour* methods of storing and retrieving data 

G. Become familiar with computer languages and flow-charting 
li. Be introduced to various; data processing systems 

1. Become acquainted with careers and future needs of data pro- 
cessing 

LEVEL V (Data)— Hands-on Applications Required 

A. Successfully compi^*te training manual(s) 

8. Understand functions and capabilities of data equipment 

C. Have fundamental understanqinq of data entry and editing 

LEVEL VI (Data)— Hands-on Applications Required 

A. Sus^jssfully complete data processing problems assigned 

B. Develop a pattern of logical thinking by following detailed 
insLruchons, inalyzinq problems, and planning step by steo 
solutions 

IV. CONTENT 

LEVEL I (Word) 

A. The Origin of Word Processing 

B. Word Processing as a System 

C. Standardization and Procedures 
0. Work Environment 

E. Career Opportunities 

LEVEL II (Word) — Hands-on applications required. 

A. Input using training manual(s) 

B. Output using training manual(s) 



LEVEL III (Word)-.Mandf5-on applications required • 

A. Practical Applications 

1. Letters 

2. Reports 

3. Documents 

4. Statistical copy 

B. Advanced Text-Editing 

1. Letters from rough draft 

2. Reports from rough draft 

3. Documents from rough draft 

4. Statistical data from rough draft 

LEVEL IV (Data) 

A. Background and Basic Features 

1. Introduction to Data Processing 

2. History of Data Processing 

3. Methods of Storing and Retrieving Data 
A. Careers in Data Processing 

B. Technical Features 

1. Basic Components of a Data System 

2. Data Representation 

3. Number Systems 

4. Input/Output Devices and Their Media 

5. Understanding Programming Concepts and Languages 

6. Data Processing Systems 

*^LEVEL V (Oata)--Hands-on Applications Required 

A. Input Applications Using Training Manual(s) 

B. Output Applications Using Training Manual(s) 

*^LEVEL VI (Data)— Hands-on Applications Required 

A. Practical Applications 

1. Accounts Receivable 

2. Accounts Payable 

3. General Ledger 

B* Advanced Applications 

1. Payroll 

2. Inventory 

C. Financial Statements 

"^Pendina availability of equipment. 
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INTRODUCTION TO BUSINESS 



Levels I-IV 

I. COURSt OK SCR IP r ION 

Introduction to Business is an introductory course m bu<?iness that 
helps the student understand the characteristics, the ornimi/ation, 
and the operation o F bu siness. ' 

II. PREREQUISITES: Nonp 

III. OBJECTIVES 

A. To provide basic understanding of business principles needed by 

everyone who plans a career in business 
13. To aid students in acquiring a vocabulary of business terms 

C. To provide students with an understanding of the many nctiv- 
ities, problems, and rJe^:isions involved in operating a biunnof^s 
successfully 

D. To give students an appreciation of the importance of buranes'i 
in our economy 

E. To assist students in deciding on specific career object iver. 
from among the great number of employment opportunities m the 
business world 

r. To provide students wi^h facts, procedures, and concepts thai 
will aid them in becoming effective members of the business com- 
munity 

IV. CONTENT 

-VEL I—CHARACTERISTICS AND FOUNDATIONS OF BUSINESS 

A. Characteristics of American business ► 

B. Outline of the opportunities that exist in busiriess 

C. Economic and social foundations of American ousmess 

LEVEL II— TYPES OF BUSINESS OWNERSHIP 

D. Proprietorships and par t^nerships 

E. Corporate forms of business ownership 

LEVEL II I—MAJOR PHASES OF BUSINESS ACTIVITY 

r . Marketing 

G. Purchasinq 

H . Product ion 

I. Finance 

J. Information systems 

K. Personnel 

L* General funrtions of management 

M. Relationships that exi<->i betwef>n qovernrner.t ami bus» i^n* 
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MACHINE TRANSCRIPTION 
Levels I-IV 

I. COURSE DESCRIPTION 

' Machine Transcription is designed to train the student to transcribe 
mailable copy from the recorded voice medium. II includes the dif- 

£ermLt^Des_o Mxmscublng_sy&tems-^\^^^^^ - - 

for each, and the use of qeneral and professional dictionaries. 

II. PREREQUISITES: Typewriting I and II, Business English, Vocabulary 

Level I ' 

III. 0B3ECTIVES 

LEVEL I— GENERAL MACHINES TRANSCRIPTION 

A. Become proficient in the art of machine transcription 

B. Learn vocabulary relative to business 

C. Become familiar with letterheads and forms 

D. Set up tables, reports, and letters with minimal instructions 
LEVEL II--LEGAL 

A. Learn vocabulary relative to the legal profession 

8. Use legal dictionary and other legal references 

C. Set up legal documents with minimal instructions 

LEVEL III— MEDICAL 

A. Learn vocabulary relative to the medical profession 
8. Use medical dictionary and other medical references 
C. Set up medical reports with minimal instructions 

LEVEL IV— TECHNICAL 

A. Learn vocabulary relative to the technical profession 

B. Use technical dictionary and other technical references 

C. Set up technical reoorts with minimal instructions 

IV. CONTENT 

LEVEL I~GENFRAL MACHINES FRANSCRIPriON 

A. Understand operfjUon of equipment 

B. Develop eff icient ter-hniques 

C. Develop skills in spell mq, wprd division, and qraimnar usage 

D. Judge length of dirtaled material 
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IV. CONTENT (continued) 

fnstvScUon'*""' ''^"^^tions wUh »i„,.», 

F. Transcribe quickly and accuratelv 

G. Proofread ' 

. A J.rAlscLibe corresp^^^^^^ 

LEVEL 11— LEGAL 

A. Learn legal vocabulary 

B. Use legal dictionary anc" other references 
L. Set up copy relative to legal profession 

LEVEL III -MEDICAL 

A. Learn medical vocabulary (includes insurance) 

B. Use n.edical dictionary and other references 
L. Set up copy relative to medical profession 

LEVEL IV— TECHNICAL 

A. Learn technical vocabulary 

B. Use technical dictionary and other references 

C. Set up copy relative to technical profession 
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OFFICE PROCEDURES 



Levels I-IV 

!• COURSE DESCRIPTION 

The Office Procedures course is designed to bring together informa- 
tion and skUls that students have acquired in separate courses and 

^to give the student a unified vie w of office work. Tf iq rU QjrjnQ^j 

to train prospective employees to seek employment in business and 
government as contributing members of an administrative team who 
will need office procedure skills. It emphasizes compentenc les that 
allow office personnel to assume responsibility with a minimal 
amount of direction and supervision and to exercise initiative and 
judgment in making decisions within the scope of their authority. 

II- PREREQUISITES: Business English, Business Mathematics, lousiness 

Machines, Records Management, Typewriting I and IK 
It is also recommended that the student h?ive com- 
pleted Business Correspondence. 

III. OBJECTIVES 

LEVEL I-~GENERAL OFFICE PROCEDURES 

A. Identify positive and negative behavior for office personnel 

B. Identify positive and negative appearance for office personnel 

C. Prepare a letter of application and data sheet 

D. Develop an office routine while performing various projects 

E. Identify characteristics of employer-employee relationships 

F. Identify the advantages and disadvantages of various mail hand- 
ling routines 

G. Calculate ;)ostage rates 

H. Recognize and complete common business forms 

I. Select data from tables in the preparation of business forms 

J. Code, cross reference, and file business papers and correj^pon- 
dence 

K. Identify positive and negative telephone technigues for business 
L. Transcribe mailable letters from the transcription machine 
M. Identify and explain the tasks reguired in planning an itinerary 
N. Compose and type mailable business letters 

0. Identify and use recommended technigues and proper conduct in 

seeking employment 
P. Identify ano use reference materials, directories, and handbooks 
Q. Prepare manuscripts from rough drafts 
R. Prepare tax returnj5 and payrolls 
S. Prepare and run a spirit master 
T. Prepare and run a stencil 
U. Complete employment opplication fuims 
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OBJECriVES (continued) 



V. Select appropriate duplicating processes for any given office 



task 

W. Use or be Faoiiliar with electronic word/data processing equip- 
ment and techniques 

LEVEL II—PROFICIENCY IN SHORiHAND 

A* Complete Level I objectives 

Be proficient in shorthand skills 

LEVEL I LEGAL OFFICE PROCEDURES 

A* Complete objectives for Levels, I and II 
B* Set up and type legal documents 

C. Learn legal terminology 

D. Transcribe legal correspondence and documents effectively from 
shorthand or recorded matter 

LEVEL IV-.MEDICAL OFFICE PROCEDURES 



A* Complete objectives for Levels I and II 

B. Set up and type medical records 

C. Learn medical terminology (includes insurance) 

D* Prepai'e statement of account / 

E. Keep patients* records 

F. Transcribe medical material effectively from shorthand or ma- 
chine 



CONTENT 



LEVEL I -^-GENERAL OFFICf PROCEDURES 

A. Developing public relations image 

B. Handling incoming calls and callers 
C* Processing incominq mail 

D* Processing outgoing mail 

£• Filing systems 

F. Word processing equipment and s> stems 

G. Transcription 

H. Editing and composing techniques 

I . Reprographics 

0. Electronic data processing 

K. Researching information 

L. Preparing reports and manuscripts 

M. Meetings and conferences 

N. Travel arrangements / 

0. Banking procedures 

P. Office finance- 

Q* Employment and advancement 




IFVtl I I-.PROFiriFNnY IN SHORIMAND 



A. Oictat ion readine'^s 

B. felephone flictatmn 

C. Dictation at the ^yoeWriter 

0. Machine dictation 

F. . Dictation to others 

A. Rules unique to h^Qal work 

B . Leqal ^terminolooy 

C. Setting priorities and oroaMizinq work 

D. Processinq general and legal correspondence 
^. Opening files for clients 

F. Keeping the approintment cal^jndar 

n. Filing and retrieving infor'nation 

H. Composing routine letters 

1. FyDing leoal papers 

3. rranscribinq from dictation or transcribing equipment 
LEVEL IV— MEDICAL OFFICE PROCEDURES 

A. Duties unique to medical office 

B. MedjLcal terminology (includes insurance) 

C. t^jdical records 

D. Transcription froia dictation or transcribing equipment 
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PAYROLL ACCOUNTING 
Levels I and II 

I.' COURSE DESCRIPTION - 

Payroll ^ocoontinq is concerned with accounting problems relative to 
laws regulating records and withholdings, computation of waqen, lax 
forms, work ^schedules, Social Security benefits, and payrol 1 sy li- 
tems. 



II. PREREQUISITES: Accounting I, Business Machines, Business Mathema- 
tics I 

III. OBJECTIVES 



A. Develop an understanding of the personnel and payroll record<> 
required under the laws affecting payroll systems 

B. Become acquaifited with the Fair Labor Standards Act 

C. Understand the basic payroll accounting systems and procedurps 
used in computing wages and salaries and the time-keeping meth- 
ods used to record time worked 

D. Become acquainted with the various phases of the Social Security 
Act 

E. Perform satisfactorily all payroll operations 

F. Be aware of various types of automated equipment and systeins 
that are common to payroll accounting 

IV. CONTENT 



LEVEL I~MANUAL PAYROLL 



A. Understand laws that regulate payroll records 

1. Fair Labor Standards Act 

2. State minumum wage and maximum hours laws 

3. Fair employment laws 

4. Federal Insurance Contributions Act 
3. Income tax withholding laws 

6. Unemployment tax nets 

7. Other federal and state laws 

B. Required payroll recordo 

1. Personal 

2. Wages and hour5 

3. Tax withholdings 

C. Complete time records 

D. Complete regular and overtime pay 

E. Determine hourly pay for salaried employees 

F. Compute piece rate pay 

G. Compute commissions 

H. Complete payroll re()istor 
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CONTENT (continued) 



I- Complete employees' earnings records 

J. Issue employees' checks and withholding statements 

K, Determine employer's payroll taxes 

L, JournaUze and post payroll transactions 

M. Complete Tax Deposit Form 501, Quarterly Federal Tax Form 9^1 
Transmittal 505, Unemployment Form 940, Form 508, and Form W-2 

LEVEL II--COMPUTER PAYROLL (optional) 

N. Use electronic data processing equipment to compute payroll 



PERSONAL DEVELOPMENT 



Levels I-III 

I. COURSE DESCRIPTION 



This course is designed to help students improve and/or develop per- 
sonality, traits that will lead to success in the business world and 
with people through the following teaching methods: group inter- 
action, role playing, class discussions, and solving case problems 
assigned by the instructor. 



II. PREREQUISITES: None 
III. OBJECTIVES 
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A. To enable the student to identiry his/her strengths and weak- 
nesses and work toward improving both 
To enable the student to become a better citizen 

C. To enable the student to become a successful individual in the 
business world by helping the student build pleasing personality 
traits through various methods of instruction and demonstration 

IV. CONTENT 
LEVEL I 

A. Success on the job 

1 . Success 

a. The importance of being successful 

b. How success affects an individual's personality and at- 
titude 

2. Learn to know yourself 

3. Changing ourselves and others 

B. Personality is what you see 

1. Health 

2. Dress 

3. Good grooming 

4. Posture 

C. Personality is what you hear 

1 . Communication 

a. Oral — enunciation 

b. Written 

2. Voice control 

a. Telephone techniques 
Group interaction 

c. Individual voice control 

LEVEL II 

D. Psychology and the group 

1. Personality, pnychology, and selling 
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CONTENT (continued) 



2. Group psychology and the officfe 

3. Psychology of relationships 

a. Male 

b. Female 

c. Boss and groups 



LEVEL III 



Getting the job you want 

1. Applying for a job 

a. Letter of application 

b. Personal data sheet 

c. Completing the application 

d. Follow-up on job application 

e. Places to seek employment 

2. Interviews 

a. Dress 

b. Speech 

c. Preparation for interview 

d. Follow-up letter 

3. Adjusting to the job situation 
Activities that could be included 

1. Use of telephone monitor set 

2. Use of transcription machir, > to record voice of student in 
unit on communication 

3. Style show 

a. Invite cosmetologist to speak 

b. Invite hair stylist to demonstrate 

4. Use of transparencies 
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LEVEL V^^SECONDARY RECORDS INFORMATION 



A. Controlling the use of stored records 

B. Filing of cardf5 and visible records 

C. Coding, microf ilminq,and retrieving stored information 

D. Creation, retention, transfer, and disposal of records 

E. Guidelines for selection of equipment and supplies for records 
management 

LEVEL VI--MEDICAL RECORDS 
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SHORTHAND I 



Levels I and II 

I. COURSE DESCRIPTION 

Shorthand I is a courso designed to give the student a knoviledqe of 
the prinriplos and theory of shorthand and transcription. 

II. PRCREQUIblTES: Tyoewriting I (enrollment or completion) 

III. OB.IECTIYES 

A. To read and write shorthand outlines and learn shorthand theory, 
brief forms, and phrases as presented in each lesson 

B. To train students to take practiced and unpracticed dictation at 
various speeds, including theory covered through each recall or 
review lesson 

C. To teach students to read and write shorthand rapidly .ind accu- 
rately in the shortest possible time 

0. To develop and improve the students* grasp — concurrently with 
the teaching of shorthand—of the nonshorthand elernents of tran- 
scription, which include vocabulary development, spelling, punc- 
tuation, gramrpar, and typing style 

E. To meet minimal requirements for completion by takinc} Unprac- 
ticed material at the rate of 60 words a minute for three min- 
utes anfJ producing a typewritten transcription with 9*' percent 
acriiracy 

IV. CONTENT 

LEVEL I— THEORY AND PRLXCIPLFS 

A. Rpadmq and writing practices of brief forms, phrases, theory, 

attd principlo5> of writinq shorthand 
f^. Reinforcoment of theory and principles for skill building ir^ 

shorlhf^nd 

C. Dictation at the rate of 40-00 words a minute on practiced ma- 
terial 

LEVEL II—REINFORfEMEMT AND TRANSCRIPTION SKILL RUILDING 

0. Intensive review of principles 
E. Supplemental {)ractice 

r. Shorthand and transcription sl<ill building 

1. 'business vocabulary builtinr^ 

2. Spelling and npollinq familioj; 

3. Similar vjord drills 
A. Punctuation 

^j. Prefives 
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6. Grammar checkups — rules of grammar that students often apply 
incorrectly 

7. Transcription quizzes — daily tests of how well students have 
mastered punctuation rules 

Dictation at the rate of 60-80 words a minute for three minutes 
on unpracticed material to transcribe with 95 percent accuracy 



SHORTHAND II 
Levels III and IV 



I- COURSE DESCRIPTION 

Shorthand II is the advanced study and application of shorthand the- 
ory that emphasizes dictation, speed building, and accurate tran- 
scription of notes, review of rules, and grammar, punctuation, 
spelling, and vocabulary, 

II, PREREQUISITES' Typewriting I, Business English, Shorthand I (in 

lieu of Shorthand I, proficiency tests may be given 
to students who have previous training in shorthand) 

III. OBJECTIVES 

A. To reinforce objectives of Shorthand I 

B. To review and strengthen the students* knowledge of shorthand 

C. To develop students* ability to construct outlines for unfamil- 
iar words under the stress of dictation 

0, To increase students' dictation speed to the highest point pos- 
sible . 

E. To extend students' knowledge of the basic nonshorthand elements 
of transcription 

F, To lay a solid foundation for rapid and accurate transcrip- 
tion — the students' ultimate goal 

G, To give the students the ability to transcribe business corre- 
spondence in mailable form 

H. To make the students aware of the desirable traits and charac- 
teristics of a good secretary 

1. To meet minimal requirements for completion by taking unprac- 
ticed material at the rate of 80 words a minute for three min- 
utes and producing a typewritten transcription with 95 percent 
accuracy 

IV, CONTENT 

LEVEL III— REINFORCEMENT 

A, Word-building, phrasing, reinforcing of brief forms 

B, Reading and writing practice 

C, Building transcription skills 

Spelling 

2. Punctuation 

3, Vocabulary devc?lopment 
^. Grammar checkups 

5, Studies of typing style 

6, Office style of dictation 

7, Letter placement by judgment 

D, Decision making in transcription 

E, Dictation speed building at the rate of 60-100+ worrj^> n rnifujh* 



4S 

ER^ 56 



CONTENT (continued) 



r. Transcription speeW building 

G. Dictation at the rate of a minimum of 80 words a minute for 
three minutes on unpracticed material to transcribe with 9S per- 
cent accuracy 

LEVEL IV-SPEEO BUILDING (Students who have reached the 100 wpm re- 
quirement for Shorthand III may omit Level 

H. Reinforcement of dictation speed building at the rate of 80-100+ 
words a minute 

I. Reinforcement of transcription speed buildinq 

3. Dictation at the rate of 100-100+ words a minute for three min- 
utes on unpracticed material to transcribe with 95 percent 
accuracy 
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SHORIHAND III 



Levels V-VII 

I. COURSE DESCRIPTION 

Shorthand III is the specialized .study and application of shorthand 
that emphasizes legal, medical, or technical terminoloqy. 

II. PREREQUISITES: Typewriting II, Shorthand II (100 wpm), Vocabulary 

(Levelr, I and II, III or IV) 

III. OBJECTIVES 

LEVEL V— LEGAL TERMINOIOGV AND TRANSCRIPTION SKILLS 

A. To help students develop competency in working with legal cor- 
respondence and prrjfessional records 

B. To prepare them for positions within the legal profession 

L. To help students mjister the specialized vocabulary and knowledge 
of the points of style that are distinctly legal in character 

LEVEL VI— MEDICAL fERMlNOLOGY AND TRANSCRIPTION SKILLS 

0. To help students develop competency in working with rredical cor- 
respondence and professional records 

E. To help them prepare for positions within the medical profession 

F. To help students bocome familiar with principal roots, prefixes, 
and suffixes of medical terms 

LEVEL VII— TECHNICAL TLRMINOLOGY AND TRANSCRIPTION SKILLS 

G. To provide a syst^^matic means of mastering the art of taking 
technical dictation and the transcribing of technical terminol- 
ogy 

H. To help students develop the ability to construct fluent techni- 
cal outlines by using special shortcuts, prefixes, suffixes, and 
combining forms 

IV. CONTENT 

LEVEL V— LEGAL TERMINOLOGY AND TRANSCRIPTION SKILLS 

A. Seleqted material that provides practice in interrelatf?d commu- 
nications: memos, letters, court papers, and other leqal docu- 
ments 

B. Terminology through word .studies that define legal terms encoun- 
tered in the dictat^inn material 

C. Study of shortcuts, word beginninq^i, and endings 

P. Transcription aids concerning punctuation, capitalization, num- 
ber use, commonly used Latin and French words and pf^rases, leqal 
expressions that tiave specific meaning, and the correct methods 
of typing citrtion^ 
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CONTENT (continued) 

E. Connected matter presented in shorthand and in p'^inl for 
reading, writing, nnd taking dictation 

LEVEL VI—MEOICAL TERMINOLOGY AND TRANSCRIPTION SKILLS 

F. Presentat' of pr mcipal roots, prefixes, and suffixer. used in 
medical literature 

G. Connected matter presented in shorthand and in print for 
reading', writing, nnd taking dictation 

H. Major medical office procedures, routines, and activities that 
relate to the responsibilities of a medical secretary 

LEVEL VII~-TECHNICAL TERMINOLOGY AND TRANSCRIPIION SKILLS 

I. Presentation of fluent technical outlines usmq special short- 
cuts, prefixes, suffixes, and conibining forms 

J. Word studies giving the pronunciation, definition, and shorthand 
outlines for each term 

K. Recommended styles of typing technical reports, equations; form- 
ulas, letter symbols, and abbreviations used in technical work 

L. Connected matter presented in shorthand and in print for 
reading, writing, and taking dictation 
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TYPENRITING I 
Levels I and II 

I. COURSE DESCRIPTION 

/ 

Typewriting I offers instruction in learning' how to typewrite, as 
^ well as in applying typewriting skill in the preparation of letters, 
manuscripts, tabulations, and other busine^ related applications. 

II. PREREQUISITES; None 

III. OBJECTIVES 

A. Develop the ability to operate and maintain the typewriter ef- 
ficiently 

B. Display good technique in key/ striking and in machine manipula- 
tion 

C. Understand the mechanical features of the machine 

D. Demonstrate appropriate typing position 

E. Arrange material in a neat and orderly fashion so there is a 
smooth flow of work thrdugh the machine 

F. Apply knowledge of correct English 

G. Apply rules for spaci^ng after punctuation marks 

H. Punctuate, capitalize, and express numbers in material that he/ 
she copies and compbses 

I. Apply rules for ward division 
3. Set up simple manuscripts 

K. Set up simple letters , 

L. Use the typewriter as a writing ^tool 

M. Prepare usable copy by making neat erasures and by crowding and 
spreading letters 

N. Develop the habit of proofreading work accurately to detect ty- 
pographical errors and to evaluate its acceptability a's a fin- 
ished piece 

0. Establish the standard of ^ailability for all production work 
P. Learn to arrange material attractively 

Q. Centei' material vertically and horizontally on paper of any size 
R. Arrange a simple tabulation quickly and correctly 
S. Type from rough draft 
!• Prepare carbon copy 
U, Develop skill in organizing work 
V. Form good work habits 
W. Develop time-saving work routine 
X. Work industriously and effectively 
Y. Finish a job acceptably once it has been started 
Z. Develop the ability to work relaxed and poised and without emo- 
tional tension 

AA. Acquire a cooperative attitude and always work in a businesslike 
manner 

BB, Type at a minimal rate of 30 words per minute from straight copy 
for five minutes with a maximum of five errors 
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IV. CONTENT 



LEVEL I— LEARNING TC TYPE 

A. Letter-key reaches 

1. Learning parts of the machine 

2. Getting ready to type 

B. Developing basic skill 

!• Keystroking techniques 

2. Controlling space bar 

3. Controlling tabulator 

4. Measuring straight copy 

5. Typing continuity 

C. Learning figure-key reaches 

1. Proofreading and verifying 

2. Building skill ir. statistical copy 

3. Building slM in straight copy 

4. Improving response pattern 

D. Developing basic skill 

1. Typing from script 

2. Improving key stroking technique 

3. Improving space-bar technique 

E. Learning symbol-key reaches 

1. Typing from corrected copy 

2. Controlling number reaches 

3. Learning new key reaches 

LEVEL II—TYPING LETTERS, TABLES, AND REPORTS 

F. Developing/measuring basic skills 

1. Typing from script and rough-draft copy 

2. Improving control of machine parts 

G. Learning to center data 

1. Setting the right margin using the warning bell 

2. Centering lines horizontally 

3. Using the warning bell/dividing words 

4. Problem typing 

5. Centering data on speciai-sized paper 

H. Typing business correspondence 

1. Composing and typing 

2. Setting up business letters in block style 

3. Correcting errors 

a. Rubber eraser 

b. Correction fluid 

c. Correction paper 

4. Setting up letters in modified block style 

5. Addressing envelopes for letters 

6. Folding and inserting letters 

7. Using carbon paper 
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IV. CONTENT 



I. Typing tables and reports 



1. 


Two-column tables 


2. 


F igures in columns aligned 




Column headings centered 


a. 


Three-column tables with main and column headings 


5. 


Aligning and typing over words 


6. 


Four-column tables with main, secondary, and column headings 


7. 


Outlines and reports 


8. 


Unbound reports/spread headings 


9. 


Unbound reports with footnotes 


10. 


Left bound reports with footnotes and headings 


Measuring skill growth 


1. 


Rough-draft copy 


2. 


Reports 


3. 


Tables 


4. 


Letters 


5. 


Proofreader's marks 


6. 


Word-division 
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TYPEWRITING II 



Levels III and IV 

I. COURSE DESCRIPTION 

Typing II is designed to give students the opportunity to practice 
typing different letter styles, tables, statistical reports, manu- 
scripts, and forms witfi a high degree of speed, proficiency, and ac- 
curacy. 

II. PREREQUISITES: Typing I 
III. OBJECTIVE 

A. Type different letter styles attractively on a paqe including 
block, modified block, AM5 simplified on plain and letterhead 
paper. 

B. Apply rules of mixed and open punctuation* 

C. Demonstrate knowledge of special parts of letters such as sub- 
ject line, attention line, carbon copy notations, dictation/ 
typist initials, postscript, mailing notations, and company name 
in closing lines. 

D. Type envelopes using the latest style recommended by postal of- 
ficials, and demonstrate proper placement of mailing notations 
such as attention lines and personal notations. 

E. Type executive letters using executive si/ed stationery, 

F. Apply rules for second page heading styles. 

G. Type tables which include exact centering, reading position, 
column headings, horizontal rulings, and source notes. 

H. Type attractive business forms including purchase orders, credit 
memos, voucher checks, and invoices from information supplied. 

I. Type interoffice memorandum with tables, headings, anri porrect 
margins using printed and unprinted forms. 

J. Type personal data sheet, fill in application forms, and prf^pare 

follow-up letters* 
K. Type at a minimal rate of ^0 words per minute from straight copy 

for five minutes with five or fewer errors 

IV. CONTENT 

LEVEL III— BUSINESS COl^RrSPGNDPNCE 

A. Typing letter in basK^ styles 

1. Rlock style — Of^en punctuation and mixed punctuation 

2. Modified block stylp, block paragraphs open punctuation 

3 . Address in f] envf » 1 Dpf's 

^. rorrertinrj cop/ f)v sqii^^07inf) anrj expanding 
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CONTENT (continued) 



B. Using simplified form of business correspondence 

1. Interoff je communication 

(interoffice memo on full sheet and half sheet) 

2. AMS letter style 

3. Messagfe/reply memo 

C. Typing letter with special features 

1. Mailing notations/attention line 

2. Subject line/reoly reference notation 

3. Company name in closing and envelope notation 

4. Second page heading 

D. Typing administrative communication 

1. Composing memo 

2. Minutes of meetings 

3. Executive style letters 

4. Telegraphs and night letters 

E. Measuring basic/production skills 
(review content of Level III) 

LEVEL TV—STATISTICAL COMMUNICATIONS 

F. Tables with special features of tabulation 

1. Vertical and horizontal placement of tables 

2. Horizontal rulings and tab stops for columns of figures 

3. Single and double rulings 

4. Boxed tables 

G. Business forms 

1. Purchase orders 

2. Bills of lading 

3. Invoices 

4. Statements 

5. Requisitions 

6. Statements of accounts 

H. Technical and statistical reports 

1. Reports and outlines 

2. Manuscripts 

3. Footnotes 

4. Title pages 

3. Left bound manuscript 

6. Bibliography 

7. Reference citations 

I. Employment communications 

1. Personal data sheet 

2. Applying for employment 

3. Appreciation and follow-up letter 
J. Employment testing 

1 . Business 1 ptters 

2. Memorandums 

3. Unbound report?' 

4. Left bound reprrts 
b. Tables and invoices 
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TYPENRITING III 



Levels V md VI 

I. COURSE DESCRIPTION 

Typing III is designed to give the student advanced training in 
technical typing, composition, and simulated jobs. 

II. PREREQUISITES: Typing I and II 

III. OBJECTIVE 

A. Arrange an agenda attractively on a page 

B. Type a capital statement with correct spacing using leaders 

C. Apply knowledge of rough draft symbols in producing letters 

D. Demonstrate knowledge of legal format for wills, powers of 
attorney, and warranty deeds 

E. Use correct format in typing formal and informal government 
letters 

F. Type at a minimal rate o^ 50 words per minute from straight copy 
for five minutes with five or fewer errors 

IV. CONTENT 

LEVEL V— SIMULATION OF STAFF OFFICE 

A. Typing in a sales office 

1. Purchase orders 

2. Invoices 

3. Memorandums 

4. Agendas 

5. Sales reports 

6. Tables 

7. Sales forecast report 

8. Form letters 

9. Composing various documents 

B. Typing in a general office 

1. Spirit duplication 

2. Direct-copy duplication 

3. Interoffice memorandums 

4. Typing spirit masters 

5. Typing a stencil 

6. Index cards 

7. Composing various documents 

8. Form letters 

C. Typing in an accounting office 

1. Quarterly sales report 

2. Annual financial report 

3. Auditor^s statement 
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IV. CONTENT (rontinued) 



^. Balance sheet 

5. Income statement 

6. Statement of retained earnings 

7. Schedule of accounts and notes receivable 

8. Schedule of accounts and notes payable 
Schedule of landholdinqs 

10. Statement uf changes in financial position 

11. Duplicating and binding of audit reports 

12. Typing folder labels 

13. Table witn horizontal and vertical ruling and braced 
headings 

1^. Stationer) with rulings and braced headings 
D. Typing in an executive office 

1. Blind carton copy notation 

2. Blind photocopy notation 
5. Composing memorandums 

^. Two page letters 

5. Fmployment agreement 

6. Executive letters 

7. Three page report 

LEVEL VI--.SIMULATION OF SERVICE OFFICE 

F. Legal 

1 . Paper size 

2. Titles on legal documents 

3. Margins ar^d spncing 

4. Page numbers 

5. Signature 1 mes 

6. Correct mr) errors 
"/ . Proof rend 1 oq 

H. latin abhi evi at ions 

9. Leq?il bacts and endorsements 

F. Warranty defn^s 

G. Rills of sale 

H. Powers of nttorney 

I. Partnership ;n:reements 

J. Last wills nru' testnments 
K. Medical 

I . Medira 1 reports 
2. I etters 

5 . MerTH)randiinis 
4. Out line 

ffMis^nt f( rm 

6. Metlir .i 1 hi st ory 

7. Radiology report 

R. letters witti medical termmoloqy 
9. Clinical rnsumf^ 
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IV. CONTENT (continued 



L. Government 
1. Letters 

a. Informal government letters 



1. 


Stationery 


2. 


Style 


3. 


Margins 


4. 


Sender's reference 


s. 


Special mailing instructions 


6. 


Subject 


7. 


Address 


8. 


Attent ion 1 ine 


9. 


Body 


10. 


Succeeding pages 


11. 


Signature element 


12. 


Enclosures 


13. 


Material sent under separate cover 


14. 


Information not shown on original copy 


15. 


Pistribution of copies 


16. 


Identif icHtion of office, writer, and typist 


Formal government letters 


1. 


Stationery 


7 , 


Style 


A. 


Margin 


4. 


Date 


s. 


Special milling ins*" ruct ioni5 


6. 


Subject 


7. 


Address 



c. Informal and formal government letters 

1. Window envelope 

2. Two-page formal government letter with window enve- 
lope 

M. Technical 

1. Margin? 

2. Top margin hefidings 

3. Spacinvq 

4. Footnotefi 

^. Left bound technical report 

6. Tables 

7. F^ouqS-finf t let ters 
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TYPENRITING IV 



Levels VII-IX 

I. COURSE DESCRIPTION 

Typing IV is designed to sharpen and refresh the skills of a secre- 
tarial student in typing from rough draft and in the legal, medical, 
technical, and statistical fields. 

Level VII is designed to give a secretarial student background m 
the field of legal typing as well as to sharpen and refresh the 
skills of the legal secretary. Legal typing offers a comprehensive 
program in four major fields of law: real estate and p roper t y 
transfer; litigation; wills, estates, and guardianships; and 
partnerships and corporations. 

Level VIII is designed to give a secretarial student background in 
the field of medical typing as well as to sharpen and refresh the 
skills of the medical secretary. Medical typing offers a comprehpn- 
sive study of medical terminology and medical and office procedures. 

Level IX is designed to give a secretarial student some background 
in the field of technical typing as well as to sharpen and refresh 
skills. Technical typing offers a comprehensive program in ac- 
counting, government, marketing, transportation, publishing/ 
advertising, educational, data processing, insurance, and personnel. 

II. PREREQUISITES: Typing I, II, and III 

Hi. OBJECTIVES 

LEVEL VI I —LEGAL TYPING 

A. To familiarize the student with legal terminology and procpdures 

B. To enlarge the student's vocabulary and improve spelling 

C. To provide practice material for legal dictation and for legnl 
typewriting 

D. To provide practice material for typing legal documerits nnd le- 
gal correspondence 

E. To provide a variety of typing experiences in order th^t the 
student will learn how to handle and cope with the r^pid trnnsi- 
tion from one type of legal document to another and from one 
field of law to another 

F. To establish typewriting response patterns througl repetitivi* 
practice on legal formats 

G. To acquaint the student with legal format and the Innquatjn of 
law and to familiarize the student with general typewrit uu) ;\nt\ 
dictation rules in order that the student may feel at hnnu* fhp 
first day in the law office 
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III. OBJECTIVES (continued) 

H. To refresh and sharpen the skills of the legal secretary whose 
legal education needs updating 

I. To develop employable levels of skills in legal typewriting and 
legal dictation with regard to speed and accuracy 

J. To acquaint the student with the many flexibilities of formats, 
styles, punctuations, spellings, and customs within the scope of 
legal protocol, in order that differences will not be ?i problem 
when the student begins work or when the secretary transfers to 
a new job 

LEVEL VIII—MEDICAL TYPING 

A. Ability to apply typing skill in performing such varied secre- 
tarial dutie as typing letters and memos, completing insurance 
forms, and preparing patient case histories and other medical 
materials 

B. The opportunity to transcribe from rough draft copy or machine 
dictation provided by the doctors. (Those who take shorthand 
may receive direct dictation to record and transcribe.) 

C. An understanding of general medical terminology and be able to 
use these words properly 

D. Know how to U3e a medical dictionary or a glossary of medical 
terms 

E. Ability to find and correct all errors in spelling, grammar and 
punctuation 

F. Demonstrate patience, tact, and understanding 

G. Project the image of a professional medical secretary 

H. Ability to kerp personal information confidential 

I. Organize work by following instructions, setting priorities, and 
making decisions about the way in which the work should be cdh>- 
pleted 

J. Ability to give accurate and careful attention to details as iri- 
formation is checked, matched, verified and recorded 

LEVEL IX— TECHNICAL TYPING 

A. To familiarise the fitudent with technical terminology and procr- 
durps 

B. To enlarge the s^udent's vocabulary and improve spelling 

C . To provide practice material for technic al dictation and for 
technical typewriting 

D. To provide prictici* material for typing technical documents nnd 
cor rpspondenci' 

E. To provide a vr^rirtv of typewriting experiences iri order thnt 
thp student learn how to handle and cope with the rapid transi- 
tion from one type of technical document to another and from orte 
field to another 

r. To establish typewriting response patterns throuqh repetitive 
practice on technic al formats 
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Ill- OBJECTIVES (continued) 

\ 

G. In refresh and sharpen the skills of the technical secretary 

H. To develop employable levels of skills in technical typewriting 
and dictation with regard to speed and accuracy 

K To acquaint tf»e student with the many flexibilities of formats, 
styles, punctuations, spellings, and customs within the scope of 
technical protocol, in order that differences will not be a 
problem when the student begins work or when the secretary 
transfers to n new job 

J. Be nble to find and correct all errors in spelling, grammar, ar^d 
punctuation, from rough draft copy 

K- Type statistical copy from rough draft, giving accurate arid 
careful attention to details as informdtion is checked, matclied, 
^n(] verified ' 

IV. CONTENT 

LEVEL VII 

A* Real estate and property transfer 

1. Vocabulary study 

2. Background information 





I and description 


b. 


Warranty deeds 


c . 


Quitclaim deeds 


d. 


Mortgager^ 


e . 


Bonds and promissory notes 


r. 


Lease agreement 




T unber lease 




Suble?*se agreement 


1 . 


rnntr?)cts 


J* 


1 pqrI corresDondence 


L it iqat ion 


1 • VocahulHry study 


2. Rackfjrounrj information 




Legal rnrrP5>nondence 


b. 


Summon . 


c. 


Pomplnint with verification (petition) 




Anf.wnr nnd rountnrrlaim 


p. 


Inte^rroqator IPS 


r. 


Oroosit ion 


n. 


NotiCt'S and mot inns 


h. 


Subpoerua of witne5iGer> 


1 . 


The trial 


!• 


Orders, judgments, decrees 


Wills, 


estates, and guardianships 



1. Vocabulary study 

2. fiackgrounfl i nf orrnat ion 



a • Wills 

Codici Is 
c . Probate of will 
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IV. CONTENT (continued) 



Interstate papers and procedures 

e, Settini aside a portion of an estate 

f. Inventory and appraisement 
Tempor^iry letters of administration 

h. Guardianship 

Dismissions and citations 
j. Legal correspondence 
D. Partnerships and corporations 

1. Vocabulary study 

2. Background information 
a • Partnerships 

b. Limited partnerships 

c. Joint partnerships 

d . Corporations 

e. Corporate procedures 

f. Proxy and power of attorney 

g. Corporite minutes 

h. Corporate bylaws 

1. Financial reports and statements 
J. Legal correspondence 

LEVEL VIII 



A. Orientation 

1. Skills and abilities 

2. Career opportunities for medical secretaries 

B. Impressions — prescription for success 

C. Organization and procedures 

1. Organizational chart 

2. Office procedures 

a. Filing 

b. Determining priorities of assignments 

c. Opening a patient file 

d. Appointment book 

e. Daily list of appointments 

f. Telephone messages 

g. Telephone prebcriptions 
h* Pegboard accounting 

1. - Patient charge slip 

2. Ledger sheet 

3. Daily log 

4. Guidelines For completing financial records 
1 . Checks 

j. Blue Cross/Blue Shield Insurance 

k. Medicare and Workmen's Compensation Insurance 

I. Patient case histories 

m. Discharge summaries 

n. Letters 

o. Envelopes 

p. Two-letter state abbreviations 
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IV. CONTENT (continupO 



q. Interoffice memos 

r . Speech 

s. Travel expense statements 

t. Purchase orders 

u. Proorr'3ader ' s marks 



D. Glossary of meiical terminology 
LEVEL IX 

A. Banking communications 

1. A loan accept <^nce (letter) 

2. Loan ratc^i and terms (report) 

3. Savings account (letter) 
R. Accounting conmunicatiuns 

1. CP. A. auc^it repo.t (letter with report) 

2. Hiring an accounting secretary (letter) 
K A statempr^t of opinion (letter) 

C. Covernment cunmun ications 

1. Government correspondence (letter) 

2. A civil service job (letter) 

3. Writmq your congressman (letter) 

D. Markpt inq cnm(Mjn ications 

1. An f^fTective letter (letter) 

2. \ i^nles mfeting memo 

"5. Prepar inq graphs (memo ) 
Tran^pnrtatiofi communications 

1. Freight hfifKilinq (letter) 

2. Damage claims (report form) 
5. Tracing a shinmert (memo) 

P . Pub lishuig/adver tismg 

1. Preparifig a manuscript Cmanuscnot) 

2. Product in for mat ion (manuscript ) 

3. News reler'isp (letter) 
Educational crmmunications 

1. A trainincj schedule (memo) 

2. f ntrpnLp nppl ication (personal letter) 

3. Studerit ori^'ntation 'manuscript) 

H. Information processing 

1. Computer applications (manuscript) 

2. Computer programning training (letter) 

3. [he futurf uP word processing ( letter j 

I. Insurance romfufricat ions 

1. Traininr) new afj^nts (letter) 

2. InsuPfinre in hanking (letter) 

3. Types and ii*jes of life insuranro (manuscripts) 
J. P^rnonnrl Prof h?ms 

1. [hp sick ]f;ive policy (memo) 

2. Safety at work (letter with minutes) 

3. Pay rais*' snhndulf Cmemowith tables) 




VOCABULARY 



Levels 

I. (TIURSF: [)f SCRIPT IG> 

The vocabulary roi;r5.e is a study of the rules of spelling and guide- 
lines for correct won! usage. It includes experience in uc^nq vari- 
ous reference bnols, p.^rticularly the dictionary. Methods used in- 
clude a study of ! extbook material, use of work assignments, use of 
supnlementarv pxei rises, nnd use of testinci instruments. Special- 
ized areas mciudf legal, medical, nnd technical. 

II. PRERtQUISIIES: \one 

III. OBJECT I vrs 

LFVEL 

A. To recognize the dictionary an an indispensable tool of the of- 
fice 

B. To locate guukly words m the dictionary 

r. To use the pr^?fprred spelling, rorrect syllabication, and cor- 
rect pronuncicit ion of words 

n. To SfMect the best word from synonyms and antonyms in the dic- 
t 1 onary 

E . To pronounce correctly unfamiliar words 

F'. To locate qeogrpphical , historical, and miscellaneous informa- 
tion as it pertains to the business office 

irVEL II-* 

A. To learn the vocabulary relative to tlie legal profession 

B. To use the leq-il fiictionary and other legal reference tmoks 
V, To become proficient in spelling and defining legal t^rms 

LFVrL III — 

A. To learn th'^^ ^nnahtjlnry relative to the medical profession 

B. To use a mecji dictionary intelligently 

r. To learn the rurrert spelling and pronunciation of medical and 
related terms 

IfVM IV*- 

A. To learn the rr)rrtict sppilinq and pronuncir»t ion of technical 

t ermj) 

To [MM^ome profir-u^^t in sprllinrj and defining tf^chnical l(^rmr, 

IV. rONfFNT 

I rv'[ I I--IJ\E"RA1 

A. Diet lonarv 

1 . Spe 1 1 inq ^hy nat i on , cap 1 1^ 1 i/r^ t ion ) 

2. Pronunciation <\nd syllabic divir.ion 
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3. Part of speech and etymology 

4. Definition 

5. Inflectional forms and derivatives 

6. Synonyms and antonyms 

B. Adding "s" suffix 

C. Words ending in silent "e," "ie," and "y" 

D. Nouns — plural forms 

E. Nouns — possessive forms 

F. Building related words with prefixes and suffixes 
C. Troublesome word endings 

H. Synonyms, homonyms, and antonyms 

LEVEL II— LEGAL VOCABULARY 



LEVEL III— MEDICAL VOCABULARY 
LEVEL IV— TECHNICAL VOCABULARY 
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SUGGESTED TEXTS FOR ACCOUNTING 

Accounting^ Essentials for Career Secretaries , Carlson, Heintz, and Rurnet, 
South-Western Publishing Co, 

Accounting: Principles and Applications , Horace Brock., Charles Pfjlmer, and 
Fred Archer, Gregg/McGraw-Hill 

Accounting: Principles and Practices, Module 1, The Accounting Cycle , 
\eely and Itnke, South-Western Publishing Co. 

Accounting: Principles and Practices, Module 2, Accounting Controls and 
Systems , Neely and Imke, South-Western Publishing Co, 

Accounting: Principles and Practices, Module 3, Accounting for Partner- 
ships and Corporate Cost Accounting , Neely and Imke, South-Western Pub- 
lishing Co. 

College Accounting , Carson and Carlson, South-Western Publishing Co. 

Theory and Problems of Bookkeeping and Accounting , Lerner, Schaum's Outline 
Series, Greqg/McGraw-Hill 



SUGGESTED TEXTS FOR BUSINESS CORRESPONDENCE 

Basic Letters and Memo Writing , Susie Van Huss, South-Western Publishirq 
Co. 

Business Correspo.")dence/30 , Rosemary Fruehling and Sharon Bouchard, Greg^j/ 
McCraw-Hill 

College English and Communication , Mane Stewart, Frank Lanham, and Kenneth 
Zi mme r, Greqg/McGraw-Hi 11 

Fffectivp Correspondence Through the Tri Ask Technique , Virginia Lee 
Hallock, P.A.R. Incorporated 

Practical Correspondence for Colleges , Robertson and Perkins, South-Western 
Publishing Co. 

SUGGESTED TEXTS FOR BUSINESS ENGLISH 

Ba.sic ^ftglish Review , Schachter and Clark, South-Western Publishing Co. 

Business English , Jeanne Reed, Gregq/McGraw-Hill 

Business English , Sheff and Slocum, Bobbs-Merrill Publishing Co. 

Business English and Communication , Stewart, Hanham, Zimmer, f.lark, Stpnd, 
Grpqg/McGraw-fij 11 
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SUGGESTED TEXTS FOR BUSINESS ENGLISH (conLinued) 

Co Uege English and Communication , Stewart, Lanham, and Zimmer, Grtqq/ 
i-icGraw-Hill 

Effect ive English for Colleges , Burtness and burner, South-Westerr. Pub- 
lishing Company 

English for Modern Business , Keith and Thompson, Irwin Publishing Co. 
Getting Results with English , Mane Roze, Houghton Mifflin Co, 

SUGGESTED TEXTS FOR BUSINESS LAW 

Applied Business Law , Fisk and Snapp, South-Western Publishing Co. 

Business and the Law , Rosenburg and Ott, Gregg/McGraw-Hill 

Business Law , Anderson and Kumpf, South-Western Publishing Co. 

Business Law/30 , Rosenberg and Bonnice, Gregq/McGraw-HiU 

Co] lege Law for Business , Ashcroft and Ashcroft, South-Western Publishing 
Co. 

It's the Law , Ashcroft and Ashcroft, South-Western Publishing Co. 

SUGGESTED TEXTS FOR BUSINESS MACHINES 

Business Machines Practice Set , Albertson, Gregg/McGraw-Hill 

Card-Punch Machine Operation , Book 1, M968 Ed J and Book 2 (1973 Ed.), 
Paul Pactor and Gf3orge Kargilis, Gregg/Mcuraw-Hill 

Electronic ani Mechanical Printing Calculator Course , Pasewark, South- 
western Publishing Co. 

He w to Use Adding and Calculating lachmes , Wnlker, Roach and Hanna, Greqq/ 
MrGraw-Hill 

Keypunch Training Course , Bux, South-Western Publishing Co. 

Machine Office Practice , Cor-.^liq and Agnew, South-Western Publishing Co. 

Office Machines Course , Cornelia and Pasewark, South-Western Publishing Co. 

T en-Key Addinq-List ing Machines Course , Pasewark and Cornelia, South-Western 
Publishing Co. 
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SUGGESTED TEXTS FOR BUSINESS MACHINES (continued; 

Today's Rnsic qusiness Mnthennatics Through Electronics , Monroe, The Calcu- 
lator Comnnny 

SUGGESTED TEXTS FOR BUSINESS MATHEMATICS 

[b usiness MHthemc^ticG for Colleges , Rice, Mayne , and Deitz, South-Western 
Putuishinq Co. 

Prinriple-> of Business Mathematics Using the Electronic Calculator , 1st 
Id., HurTfTiar Pnd Fiber, Greqq/McCraw-Hi 1 1 

lYofjramrr.ed Business Mathematics , Harry Hufffnan, Gregq/McGraw-Hi 11 

Today's Bnsic Mathematics through E lectronics-ZSOQ Series , Monroe, Thp Cai- 
dilator Comoany 

Vo cational Mathematics tor Business , Martinka, South-Western Publishing Co. 

SUGGESTED TEXTS FOR CIVIL SERVICE TRAINING 

Hanic Ci vil S^Tvice Training , Fisher and Kilchenstem , South-Westorn Pub- 
1 1 ^;hing Co . 

rivil jervice Tests for Typists . Mulkerne and Andrews nregq/MrGraw-Hi 1 1 

If^tonstve CI >rjcal and f^ivil Service Training , Fisher and Ki Icfieostrio, 
Sf)ijt h-Wostero Publishing iU] . 

SUGGESrCD TtXTS FOR CLERICAL PAYROLL 

Clorir nl Pa>rnll Procedures , Fuller, South-Western Publishing Co. 
Pr^y rol 1 Kocordkf-o ping, Hrrilf-y and Thist lewaite, Gregq/McGraw-Hi II 

SUGGFSTFD TEXTS FOR INCOME TAX PROCEDURES 

Fr dorai Tax [.uide , Prer, lice-Hal 1 U^ornurehensive paDerbark book revised 
f\ uiii.il Iv ; 

Income Tax Procedure , Annual, fbwer and I nngender fer, South-West ern Pub-- 
i ish mq Co . 

iJ.S . Master Tax Guid e , Annual, Fommerct; Clrarinq House, Inc. 
ilfulpr itanding T axes , Annual , ^ .R.S. 
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SUGGESTED TEXTS FOR INFORMATION PROCESSING 

Applied, Word. Processing , Doleeheck and Murphy, South-Western Publishing Co. 

Basic, information Keyboardjnq.. Skills , Crawford, Erickspn, Beaumont, Robin- 
son, Ownby, South-Western PublisKing Company 

Computers. Today and Study .Guide to.. Accompany Computers Today , Donald H. 
Sanders, Rob Fry, McGraw-Hii.l Book Company . ' 

Data Entry Activities, for.Ahe Microcomputers , William E. Bux, H.Edi, James 
P. Clark, PhiDi, South-Western Publishing: Company . 

Data Processing , Martin M. Lipschutz, Seymour Lipschutz, McGraw-Hiil Book 
Company 

Introduction , to . Automated. Data Processing , Wanout, Wanous, and Wagner, 
South-Westerh Publishing Co. . 

Introduction ^ to Computers and Data Processing , Shelly and Cashman, Anaheim 
Publishing Company . ^ 

I ntroduction , to Information Processing , Mid-America Vocational Curriculum 
Consortiuffi ' ^ . 

Introduction to Information^ Processing ,. SRA . - x 

Introduction to Word Processing , Oennie Mason, Bobbs-Merrill Educatiohal 
Publishing Company 

Learning Word^ Processing Concepts , Leroy Finkel, Gregg Division/McGraw-Hill 
Book Company 

Practice ,Set in Word/Information. Processing , Betty L. Boyce, Gregg Divi- 
sicm/McGr.aw-Hill Book Company '~ ^ ^> 

Typing From Rpugh Drafts , Harry R. Moon, MPC Educational Publishers, a. 
division of Milady Publishing 

Ward/information ^ Processing; Administration & Office. Automation , Walter 
Kleinschrpd, Leone^rd 3. Kruk, Hilda Turher, Bobbs-Herrill Educational Pub- 
^shinq 

Word Processing Concepts , Mona J. ^Casady, South-Western Publishing Co. 

Word Processing; jCohcepts and Applications , Gregg/McGraw-Hill 

Word Processing Corresponding Secretary , Palmetto Insurance ,Co., Matthevvs 
and Moody, South-Western Publishing Co. 

Word Processing and Information Systems , Marilyn K. Popyk, Grpqg. Division/ 
McGraw-Hill Book Co. 



67 



SUGGESTED TEXTS FOR INFORHATldN PROCESSING " 

Word. Processing Operations ^ Hulti -Media Learning System, South-Western Pub- 
.lishing. Company ♦ 

Word Processing: Operations, , Applications, and Administration ^ Walter 
Kleiaschrbd, Leonards. Kruk, Hilda Turner, Bobbs-Merrill. Educational Pub- 
lishing Company / , 

Word Processanq: Pracl.ce and Applications , Lloyd Brooks, Ed.D., Gregg 
Division/McGraw-Hill Book Company 

Word Processing Secretar .aJ Transcription Course , Luther Misenheinicr 

III, Pitney Bov/es Cpmpany ' ^ 

Word Processiruj Skills and Simulations , Jeannie Mason ^ Bobbs-Merrill Educa- 
tional Publishing Company, 

SUGGESTED TEXTS FOR INTRODUCTION TO BUSINESS" 

Business; ^It& Nature and Environment , Glos, Stead and Lov/ry, South-V/estern 
Publishing Co. ' • * 

Busiiiess Principles and Management , Everard and Shilt, South-V/estern Pub- 
lishing *Cb. 

SUGGESTED TEXTS FOR INTRODUCTION. TO COMPUTER ACCOUNTING 

Accounting Appli c atons foi Microcompu^-ers , Hamilton , Gregg/McGraw-Hill 

Accounting System Manual ( for DIGITAL WT/7.^), Digital Equipment Corp. 

Automated Accounting foi the Microcomputer , Allen and Klooster, South- 
western Publishing Co.. 

Ciorical Payroll ProL^dut es. , 1 uller, South-Western Publishing Co., (solu- 
tion k(?y to wurkbouk PKtn":i.>eb completed on the word processor. Vocational 
Curriculum Developuient and Research Center) 

Boyd's Clothiers Practice Set , South-Western Publishing Co. 

SUGGESTED TEXTS FOR LEGAL SECRETARY 

-Business and thp Law , Horser^berq and Ott , Gregg/McGraw-Hill 

Business Law/30 , Second Ed., fjjsenberQ and Bonnice, Gregg/McGraw-Hill 

Century 21 Shorthand Legal Dictionary , Chnstensen, South-Wostern Pub- 
lishing Co. 

College Law fui Business , Ninth Cd., Ashcroft and AshcroTt, South-V/estern 
Publishing Co. 

Frpenian. Husd and Arnolt:, Mi.liit.ji.h an.l V/c-;ltoi , South-Western Publishing Co'. 
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SUGGESTED TEXTS FOR LEGAL SECRETARY (continued) 

Handbook For the Legal Secretary , Leslie and Cofflin, Gregg/McGraw-HUl 

It's the Law , Ashcrbft aad Ashcroft, South-Western Publishing Company 

Legal Dictionary For Century 21 Shorthand , South-Western Publishing Co. 

Legal OFfice Procedures , Bate and Casey, Gfegg/McGraw -Hill 

Lagal OFFice Procedures , Namanny and Dupree, South-rWestern Publishing Co; ^ 

Legal OFFice Typing , ,Dupree, South-Western Publishing Cpi 

Legal Secretary's Concise Dictionary; , LALS, Claitor's Publishing Division 

Legal Secretary's Handbook , , (Louisiana)' LALS, Norman C. Ferachi and Associ- 
ates 

Legal Studies to Wit; , Roderick, South-Western Publishing Co. 
Legal Terminology and- transcription , Adams and Kurtz, Gregg/McGraw-Hill 
L egal Typewriting , Curchack* apd Yengel, Gregg/McGraw-Hili 
Legal. Typing Practice ^ Adams and Kurtz, Gregg/McGraw-Hill 
Marke.t Square Legal Center , Baynes ^nd Tower, Houghton MiFFlin 
The Secretarial Specialist , Pascale, P.A,R., Inc. 
10,000. Legal V/ord s, Kurtz, Adams, and Vezeau, Gregg/McGraw-Hill 
. Typing 75 ProFessional Kit A , (38168-^2), Gregg/McGraw-Hill 

SUGGESTED TEXTS FOR, MEDICAL SECRETARY 

Basic Medical Terminology , 0. Patrick Fisher , Bobbs-Mexrill Educational 
Publishing Co. 

Chevy Chase Medical Center , Frensilli, South-Western Publishing Co. 

Dorland's Pocket Medical Dictionary , Ed. 22, Saunders 

Handbook For the Medical Secretary , Miriam Bredow, Gregg/McGraw-Hill 

Gregg Medical Shorthand Dictionary , Byers, Gregg/McGraw-Hill 

Instructor 's Handbook For the Medical OFFice , Marilyn Takahashi Fordney, 
W'. B. Saunders Company ^ 
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SUGGESTED TEXTS FOR, MEDICAL SECRETARY (continued) 

Instructor's. Manual For the ProFessional Medical Secretary , Deborah Awandt, 
^Twin Oak Publishing, Inc. 

The Medical and Health. Sciences Word Book , Houghton MiFFlin Co. 

Medical OFFice Administration Procedures , Mary Ann Frew, David Frew, F. A. 
Davis Company 

Medical OFFice, Practice , Atkinson, South-Westejn .Publishing Co. 

Medical OFFice Procedures , (07425-9), Ed. 6, Bredow, Gregg/McGraw-Hill 

Medical Reco^rds Technology , (61396)., ,Mosier, Bobbs-Merrill 

The Medical. Secretary , (53586), Root and Byers, Gregg/McGraw-Hill 

Medical .Secretary-Receptionist Simuiatioh, Project , Moon and Fry, Milady 
Publishing Corp. 

. . Medical Terminology , audio-visual, Prentice-HalL Media 

Medical. Typing Practice , Root and Byers, Gregg/McGraw-Hill 

Metroplex Clinic , Seradarian, Houghton MiFFlin . - 

Nbrthside Medical Center , Humphrey, South-Western Publishing Co. 

The ProFessional Medical Secretary , Deborah Awandt, Twin Oak Publishing, 
Inc. 

The Secretarial Specialist , Pascale^ P.A.R., Inc. * ^ . 

Student Workbook to Insurance Handbook' For the .Medical. OFFice , Marilyn 
Takahashi Fordney, W. B.- Saunders Company , . 

10,000 Medical Words , Byers, Gregg/McGraw-Hill 

* Typing Medical Forms , Siegfried, McGraw-Hill 

Typing 75 ProFessional Kit 4 , (38168-2) ^ * 

SUGGESTED TEXTS FOR MACHINE TRANSCRIPTION 

Dictaphone Secretarial Practice Course ,. Bolt, .Berohek, and Newman, Inc. 

Machine Transcription , Burxell Brooks, Lanier Business Products 

Machine Transcription , Lanier Business Products 

Machine transcription For Word .Processin g, Pasewark, South-Western Pub- 
Jlshing Co. * 

Iranscnption Skills For Information Processing , Schatz/Funk,. Gregg/ 
^ McGraw-Hill ' ~ 
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- SUGGESTED TEXTS FOR OFFICE PROCEDURES 

A La Carte , Ruey, Gregg/McGraw-Hill , , ' * 
All Points Relocation Service ^ Twing, Gregg/McGraw-Hill 

The Clerk-Typist—india Paper .Co,,,Jnc, , Shinn , Sou th-Wes terri Publ ishing 
Company * " - ^ 

Employment .Interview ^ Harry R. Moon, Milady Publishing Company 

The Executive Secret ary-^McMilland and Montoya , Advertising Agency , Mcintosh 
and'Welte'r, South-Western P^ublishihg Co. ' 

General Office PrAcedures , Wood and Sanders, Gregg/McGraw-Hill (simulation 
recording available) ^ , . - 

G ener.al Office. Procedures for Colleges , Fulton, Woodward, and Newhouse, 
bouth-Western Publishing Co. ' 

Legal Office Procedures , Wood and Sanders, Gregg/McGraw-Hill (simulation 
recording available) • - . , 

Medical ^OfFice Procedures , Wood and Sanders^ Gregg/mcGraw-Hill (simulation 
recordihg available) " 

Office Procedures, Moon, Milady Publishing Co, 

The Receptionist , Wood and McKenna, Gregg/McGraw-Hill 

The Receptionist, People 's Trust of Little Rock , Butler and Smith, South- 
western Publishing Co. 

Secretarial Of fice. Procedures , Lee, Brower, Gregg/McGraw-Hill 

Secretarial Office Procedures for Colleges , Fulton, Woodward, and Newhouse, 
South-Western Publishing Co. 

Secretarial Procedures and Administration , Hanna, Popham, Tiltoh, South- 
.Western Publishing Co. . " 

The Secretary: Executive Offices, of America , Mcintosh and Welter, South- 
Western Publishing Co. 

Serendipity , Inc. , Warren Radtvliff, South-Westei?n Publishing Co. 

S uccess Insurance in a Man's World , Milady Publishing Company 

Telephone Techniques For the Secretary , Harry R. Moon, Milady Publishing 
Co. ' , . 

Typewriting OFFice Practice for Colleges , Bell, South-V/estern Publishing 
Co. 

Er|c • . . 81 



^ SUGGESTED TEXTS FOR PAYRoIlL ACCOUNTING ^ - 

Accounting System Manual , (for DIGITAL WT/78), Digital Equipment Corpora- 
tion 

clerical Payroll Procedures , Fuller, South-Western .Publishing Co*, (solu- 
tion key to workbook exercises completed on the wd.rd processor^ Vocational 
Curriculum Development and. Research Center) 

Payroll Accounting ^ Annual, Keeling and Bieg, South-Western Publishing Co* 
Payroll Systems and Procedures , Wigge and Wbpd^ Gregg/McGraw-Hill 

SUGGKSTED TEXTS igpR PERSONAL DEVELOPMENT 

Call Me, Mister, , Barry James, Milady Publishing Company 

Charm and. Poise for Getting Ahead , Tolman, Milady Publishing Go» ^ 

Dimensions in, .Personal* Development , Reynolds, South-Western Publishing Com- 
pany - 

Dimensions in. Professional Development , Reynolds, South-^Western Publishing 
Company 



Getting the. Jo b, Lynch and Herr, Gregg/fjlcGraw-Hill 

How. to bg a No-Limit Person , Wayne Dyer^ Milady Publishing Company 

Human Relations at Work , Eggland and Williams, South-Western Publishing Co. 

Human Relations for Success ih Business , Bobby Pay Madry, Milady Publishing 
Company , . 

» 

The Rerson You Are , Anderson, et al, PAR Incorporated 
Personal Hygiene for Business , Barry James, Milady Publishing Company 
Personal Psychology for Life and Work , Baltus, Gregg/McGraw-Hill 
Personally Yours , Milady Publishing Company 

Personality Development for Business , Russon, South-Western Publishing Co. 

Personality Development for Work ,. Russon and Wallace, South-Western Pub- 
lishing Company ' ^ 

Success is a State of Mind ,. Dr. Joyce Brothers, SVE Publishing Company 

•Today's Woman, Whitcomb ahd'Lang, Gregg/McGraw-Hill 
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SUGGESTED TEXTS FOR PERSONAL DEVELOPMENT (continued) 

Woman^s. Contemporary Image: ^ A . Personal and^. ProFessibhal ^ Guide , 
Contemporary Programs, Inc. Pi^entice-Hall,, Inc. 

Woman 's ^Guide to Business and , Social,. Sucpess ^ Ruth Tolmah, Milady 
Publishii.'' Company ^ ^ ^ . * 

You Are .What^.^o-J Wear , William Fourlby, Milady Publishing Company 

Your. Attit.ude ,is, Showing , Chapman , BRA ' ' 

SUGGESTED TEXTS FOR RECORDS MAf^ \ 

Business Filing and . Records Control , Basset t and Goodman, South^Westerh 
Publishing Co. 

s _ 

filind Systems ^ and Records Management , Kahn, Yeriah, and Stewart j 
Gregg/McGraw-Hill ' \ ' 

Gregg Quick Jilihg Practice , Stewart and- Kahn, Qregg/McGraw-Hill 
' Progressive Filing , Kahri, Yerian, and Stw&^t, Gregg/McGraw-Hill 
Records Management , Johnson ar/J Kallaus, South-Westerh Publishirig Co; 
Records Management , Rollice Cox, Harry R. Moon, Milady Publishing Company 

SUGGESTED TEXTS FOR SHORTHAND 

c 

Century . 21 ^Shorthand--Dictatxoh/jrrahscriptioh . . Projects, * Book J , 
So^uth-Western Publishing Coi ... . , . , 

Century 21 Shorthand ..Dictionary , oouth-Western Publishirig Co. 

Century. 21_3hLrtharidr-Intehsive , Dictation and Transcription,.. Book ,.2 , 
South-Western Publishing. Co. 

Century 2:1 Shorthand , Skill-Building Tapes ^ ^ 

Century 21 , Shorthand, Theory and ..Practice, Book J , 1974, Balsley, 
Snijth-Western, Publishing Co. * 

College Dictation for Transcription , Series 90, Leslie, Zoubek, i emaster^ 
Mendenhall, and §kaFf, Gregg/McGraw-Hill ' 

Gregg Shorthand .Dicbioria'ry, , Series 90,, Gregg/McGraw-Hill 



Gregg Shorthand for Colleges, Speed Building , Series 90, Giubbs and Ober, 
Gregg/McGraw-Hill . ' " / 




SUGGESTED TEXTS FOR SHORTHAND (continued) 

Guide to Jranscripbioh ) Lois E* Frazier , Harry R, Moon, Milady, Publishing 
Company ' . ' , 

Office Style Dictation .Tapes , Harry R,, Moon, Milady Publishing Company 

6,000 „Most-Used Century. 21 SHotthand. . Outiihes , Sguth-Westerh PublishSng 
Company ' . 

Tapes From Speed Dictation ,with: .Pxeviews^gn Gregg , Shorthand , Series 90, 
Gr e gg/McGr aw-Hi 1 1 ' " ■ ~ ^ '' 

Teacher^s. >lahual For .Guide. ..to Transcription , Harry R. ,Moon, Milady Pubr 
lashing Company 

Transcription Techniques , Harry Moon, Milady PubMshing Company 



^ SUGGESTED TEXTS FQR TEGKNICAL SECRETARY 

Gcegq Tec'.nical Dictation and Transcription J?ipb3 , Adams, Giregg/McGraw^Hill 
the SecT-etarial Specialist , Pascale,, P,A;R;,, loc, ' - . 



The Technical Secretary , Adams and. Kurtz, Gregg/McGraw-Hill 

Typinq Practice For the. Technical .Secretary , Adams and Kurtz, Gregg/McGraw- 
Hiii 

Typing, 75 Pro'Fessibhal Kit . (38168-^2) 



SUGGESTED TEXTS-FOR TYPEWRITING \ . 

College. Typew.ritiijq , Wanous, Duncan, Warner, and LangFord, South-Western 
Publishing Co. - . ^ . ^ 

Gr,eqo College Typing , Series F"bur, Lloyd, Winger, Rowe, Poland, Hanson and 
Rossettd,. Gregg/McGraw-Hill ^ ' ' ^ - ^ . 

Gregg Typewriting for Colleges , Lloyd, Rowe, and Winger, Gregg/McGraw-Hill 

Gregg Jypinq , ^Series Seven, Lloy*^, Winger, Oohhson, Hall, Morrison,, and 
Rowe; Gregg/McGraw-ftill . ' ' ^ ' ' 

Ty ping From Rough Drafts , Harry R. Moon, Milady Publishing Corp, 

Typing 75, Basic Kit 1 , Advancect, Kit 2,. Experts Kit 3,. and ProFessional Kit 
Lloyd, Rowe, and Winger, Gregg/McGraw-Hill 
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" " . SUGGESTED TEXTS FOR yOCABULARY 

Coldege. Vocabulary. ^Building , Perry- arid Silver thorn, South-Western Pub 
lishing Co. 

Communication Wo^fd Power , Bfendel,. Donnelly, and Peterson, Gregg/McGraw 
Hill - • ^ 

the. Dictionary-trA^tool for. Life. , audiovisual^ Thomas S. Kline Company 

1 e a rn in q t di. S p e 111 Co r r ec 1 1 y , audiovisual, Thomas S. Kline Company 

S pelling. brills, and Exercises , Brendel and Near, Gregg/McGraw-Hill 

Spelling A .Mnemonics.^Approach , Brown, Soujth-Westerh Publishing Co, 

^Word Studies ,, Lamb and Perry, SbuthrWestefn; Publishing Gb;, 

' Wo r d s L ^Wor ds ! . Word s !' , Schachter,vSouth=^Westftrn Publishing Co. 

Vocabulary .improvement , Davis ^ Gregg/McGrawr^Hill 
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